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FORWARD

We have spent alot of time trying to put together an ATTORNEY ELECTRONIC FILING
M ANUAL which isthe best in the country. The manual does not include every possible event
(document or pleading) that you may file, although we have tried to include the most important or
most frequently filed or most involved itemsin this publication. If you can successfully e-file the
documents that are presented in this manual, you can successfully e-file anything.

Y our success in using eectronic document filing will depend totally upon your time and
patience in learning this new way of interacting with a court. The most exciting aspect of this
adventure is that you have the opportunity to become immediately involved in a practice that will
be uniformin al courtsin America - federa, state and local - within afew short years. You are
one of the lawyers who asked to become certified as an electronic filer and we hope that you
dedicate enough time to the task that you will quickly learn of the tremendous benefits to this
form of submitting documents to the court.

Please allow me to belabor this point: Y ou must make whatever sacrificethat is
necessary in termsof time and effort in order to reap the benefits of e-filing. Thisis
something entirely new to you and your office so it will take some learning before you become
proficient. Your first e-filed document may take you the better part of a half day to complete.
However, your second such filing may only take an hour. Then, as you redly learn the system,
you will be filing electronically and flawlessly in only minutes and without consulting your manual.

The training which we will provide you is principally to acquaint you with the manual, and
the benefits and possibilities associated with e-filing. Y our success as an e-filer is entirely up to
you, although we will make every effort to assist you along the way.

If it becomes evident that e-filing is not beneficia to your practice, we may agree that
returning to conventional filing is the best course of action for your operations.

Please allow me just a moment to express the sincere gratitude of myself and Judge Friend
for al of the hard work of our tiny systems staff, Chris Warsinsky, Marcie Kacsmar, and Chris
Danidl, for putting together this rather immense automated system for filing and maintaining court
records.

| wish you the very best in this new endeavor.

Mike Sturm
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Hardwar e and Softwar e Requirements
For Electronic Filingin CM/ECF

Attorneys will need the following hardware and software to electronically file, view, and
retrieve documents in the electronic filing system.

A personal computer running a standard platform such as Windows, Windows 95,
Windows 98, Windows XP , Windows NT Workstation 4.x, Microsoft Windows
2000 Professional or Macintosh.

256-MB of RAM

Internet service and acompatible browser (Netscape Navigator 4.6 or 4.7 and IE 5.5
were the only browserstested on CM/ECF. The CM/ECF technical staff is currently
testing Netscape version 7.02 and Internet Explorer version 6.0 to certify its
compatibility with the Bankruptcy and District CM/ECF systems. However, thereare
users currently accessing the system using Netscape version 7.02 and Internet
Explorer version 6.0 with positive results. In either case, the browser must be
JavaScript-enabled with cookies enabled.). (CM/ECF does not work with AOL.)

Softwareto convert documentsfromaword processor format to portable document
format (PDF). Adobe Acrobat PDF Writer, as well as certain word processing
programs can perform this function. Both Acrobat Writer Version 3.X and 4.X meet
the CM/ECEF filing requirements. The CM/ECF technical staff is currently testing
Verson 5 to certify its compatibility with the CM/ECF system. For viewing
documents, not authoring them, only Adobe Acrobat Reader is needed.

A PDF-compatible word processor like Macintosh or Windows-based versions of
WordPerfect and Word.

A scanner to transmit documents that are not in your word processing system.
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Accessing
CM/ECF

The CM/ECF system is a web based software program. At this time Netscape
Navigator 4.7 (or earlier versions) and Internet Explorer 5.5 (web browsers) have been
tested and recommended for use with this program. CM/ECF court users process cases
through the federal courts’ restricted intranet while attorneys and other public users will
submit pleadings and view case data from the internet. Both court and external users have
different levels of access to screens via menu selections and functionality as determined

by their needs.

STEP 1

NOTE:

To access the court web site, open Netscape Navigator or Internet
Explorer and enter one of the following URL’s:

For our Live Database: (http://ecf.wvnb.uscourts.gov) and
For our Training Database:( http://ecf-train.wvnb.uscourts.gov )

in the browser’s Location field. (See Figure 1.) Familiarity with
browser navigation and functionality is recommended for successful
and efficient use of this system.

¥ ShowIndew - Netycape -[olx|

Rl Gt ||

A hittp:/ feck wvnb.uscourte. gov/ [ gl

Figurel

For quick access to this site in the future, set a bookmark or
create a button on your navigation bar, (See Figurel.)

The Back button & Oonyour Netscape navigation bar
Back

can be used to back up in case processing or queries at any time.
You will find that the Back button and the Forward button
e will allow you added flexibility in case processing.

Fonward
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STEP 2

STEP 3

The CM/ECF CERTIFICATE NAME CHECK screen may display
next. You may see a series of security screens similar to this.

Figure2

Click [Continue] and read the security information until the [Finish]
button appears.

The Court Welcome Screen is shown in figure 3. Click on the
hyperlink: “Northern District of West Virginia - Document Filing
System” to enter the system.

Page -3-
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STEP 4

Logins and Passwords

Internet users (attorneys, trustees and, in some courts, certain
creditors) will use two sets of logins and passwords; one for
CM/ECF filing and the other for Public Access to Electronic
Records (PACER) access for queries and reports. Registered

Internet users will see a login screen as pictured below. (See Figure
4)

ECF/PACER Login

MNotice

This is a Resiricted Weh Site for Official Court Business only. Unauthorized entry is prohibited and subject to
prosecution undet Title 18 of the U3, Code. All activities and access attempts ate logged.

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need filing capahilities, enter
your PACER login and password. If you do not have a PACER login, contact the PACER Service Center to
establish an account. Tou may register online at hitpupacerpee uscourte gov o call the PACER Service Center
at (B00) 676-6856 or (210) 301-6440

An access fee of .07 per page, as approved by the Mudicial Conference of the United Btates at its Jeptember
1998 session, will be assessed for access to this service. All inguities will be charged to your PACER login that
is kept on file. If you do not need filing capabilities, enter your PACER login and password. The Client code is

provided to the PACER user as a means of tracking transactions by chient. This code can be up to thirty two
alphanumeric characters long,

Authentication

Login: I
Passward: I

client code |

Login | Clear

CMIECE has been tested and waorks correctly with Neiscape 4.0x, Netscape 4.7x and Internet Explorer 5.5

hittps: /ecf wynb. uscourts. gows

TWelcome to the T3, Bankruptey Court for the Worthern District of West Virginia

Motthern District of West Virsia - Document Filing Svatemn

Figure3

Participants will initially enter their CM/ECF login and password
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STEP 5

which has been issued by the court on this screen. This login and
password allows electronic filing of documents, not access to
reports or queries.

The registered user’s login and password is the electronic
equivalent of their signature.

Your Login and Password fields are case sensitive. A login of
thomask should not be entered as ThomasK or THOMASK. The
password cannot exceed 8 characters and should not include
special characters (%,#,$,%).

The client code field is optional and is used for PACER users to
associate this activity to specific customers.

If an error is made entering login and password information before
submitting the screen, clicking on the [Clear] button will delete the
data and allow you to reenter information.

This login screen will subsequently appear when web users select
any report or query selection from a CM/ECF menu.

PACER information and registration is available at
http://pacer.psc.uscourts.gov/

All users are personally responsible for activity with their logins.
Participants can also be given access to maintain their login and
password, address and e-mail preferences.

The PACER site also offers free Internet access to a series of
CM/ECEF tutorials for attorneys and other web users through a series
of Computer Based Training (CBT) modules. No login or password
or charge is required for this feature. The lessons can be done at
your PC in individual modules at the convenience of the student.
Screens replicate the CM/ECF environment and are interactive.

Access to this resource is available at
http://www.pacer.psc.uscourts.gov/ecfcbt/.

The CM/ECF MAIN MENU screen is pictured in Figure 5.
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¥ LIVE paiabage Area - Netycape

i
=) c >
UE F Bankruptcy +  Adversary + Query + Reports + Utilities + Logout ?

United States

Bankruptey Court

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System

Figure5

Access to the various modules are provided by the blue Main Menu
Bar at the top of the screen. Each selection is a hyperlink to another
set of options or hyperlinks allowing participants to file documents,
query, view or print a docket sheet, generate reports or maintain the
system.

This menu is also used to exit the system. The preferred method to

exit CM/ECF is to click the Logout hypertext link on the CM/ECF
Main Menu Bar.
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CM/ECF
Maintain User Accounts

All CM/ECF users will be issued an account with a user login and password.
The CM/ECF login provides registered users the ability to submit pleadings
electronically to the court. Public users (attorneys, trustees, and creditors) must also log
into PACER to inquire on cases or look at reports. Existing PACER logins and
passwords will be accepted.

Non-court users can access their own account information through the Maintain
Your ECF Account menu. Using this option, participants can update their name, mailing
and E-mail addresses, phone and fax numbers, and password. Users can therefore
control the accuracy of their own information in a timely manner.

This module explains how trustees can update:

user name, address and other party data
E-mail information

electronic noticing preferences

user login and passwords.

L 2R 2B 2B 2

This module will assume that the internet user has accessed the
court’s web site with their court assigned CM/ECF login and password.

STEP 1 After clicking on Utilities on the CM/ECF Main Menu bar, select
Maintain Your ECFE Account, which is found under the Your
Account sub-menu. (See Figure 1.)
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3 TRAINING Databuse A rear - Netscape

Loy
e Your Client Code s
Change Your PACER unt Verify a Document
Maintain Your ECF Arc
Review Bi Histor

Figure 1

STEP 2 Your user account screen will appear displaying your current
account information. (See Figure 2.)

Bankruptcy » Adversary -+ Query - Reports -« Utilities - Logout

Maintain User Account

Lastname [Wilscn First name |p.L.

IMiddle name I (Generation
Title I Type aty

Office Iwilsun, Wilson & Assoc.

Address 1 [8550 IH 10 Uest

Address 2 IPH [

Address 3 |
City [3an intonio State [Tz | Zip [rez30 |
Country I— County Iﬁ
Phone [210-555-1235 Fax W
ssw [ TaxId [ |

BarId 1232546 Bar status Active DMail group
Initials dbw DOB AQ code End date
Email information... | Mare user inforrmation...
Submit | C\earl
Figure 2
¢ Update your personal information on this screen. When it is

correct, click [Submit] to save the changes. If the [Submit]
button is not used, the record will not be modified.
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STEP 3

The [Email information...] and [More user information] buttons
provide further screens to modify your user profile. The following
pages will explain these features in more detail.

The E-MAIL INFORMATION screen presents options for control
of your electronic notification on each court's CM/ECF system.
(See Figure 3.)

EE F Bankruptcy » Adversary + Query -+ Reports . Utilities -« Logout

E-mail information for D.L. Wilson
Primary e-mail address [pLuilsonglavfirm.net 2

1l ¥
Send the notices specified helow
[ to my primary e-mail address
=
[T to these additional addresses =
Kl _'l_I

¥ Send notices in cases in which I am involved

[C' Send notices in these additional cases -

=
@ Send a notice for each filing
© Send a Daily Summary Report

. @ html format for Netscape or ISP e-mail service
Format notices
0 text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen Clear

Figure 3

You can request e-mail copies of notification on all cases to which you
are a party or only on specific cases. You can receive e-mail activity
throughout the day or a daily summary of all noticing activity. “All
activity” includes notification of claims as well as other entries to a case.

Each e-mail will include the case number and name of the docket entry
in the subject line of the mail message.

Each section on the E-MAIL INFORMATION screen is explained below:
Primary E-mail address. This address must be formatted to Internet
protocol or an error will be generated. It may be prudent to establish a

separate E-mail account for CM/ECF activity from your routine E-mail
correspondence.

Send the notices specified below...
O to my primary E-mail address
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CM/ECF Attorney Training Manua
Account

Maintaining Y our

To activate CM/ECF notification you must first check the box
next to your E-mail address.

to these additional addresses

You may have notices sent to other E-mail addresses besides
your primary E-mail address. (Paralegals or chambers staff may
want to share this notification activity.) When entering multiple
E-mail addresses, separate each address with a semi-colon.

Send notices in cases in which | am involved

Checking this box will automatically inform the user when any
filing has been submitted in a case where this person is a
participant. Chapter 7 panel trustees and offices of the U.S.
Trustee may find this advantageous for new filings as well as
routine case activity.

Send notices to these additional cases

You do not have to be a participant in a case to receive
notification of activity. Trustees and attorneys can elect to be
notified of activity in cases in which they have an interest but are
not parties to the case. Court and chambers staff can monitor
cases through this process also. It is possible to select both
options.

NOTE: This list is maintained by each user. As you are involved in more cases
or as cases close, you must update this screen.

¢ Send a notice for each filing.
Checking this box means you will receive E-mail notices when activity
occurs throughout the day to the account(s) specified above. The title of
the E-mail will describe the type of filing and the case number.

¢ Send a Daily Summary Report
A comprehensive list of one day’s activity can be sent once a day.
Notifications for claims will also be included in this mail list. (See Figure

3a.)

|Bruce Williams

11/26/2001 8511 Summary of ECF Activity

99-11228-Img Michael Holdman and Wendall Holdman Notice of Appearance 5

5-01-50021-Imc John Aadams and Mary Aadams Proof of Claim Filed 1

5-01-50021-Imc John Aadams and Mary Aadams Proof of Claim Filed 2

Figure 3a

Page -4-



CM/ECF Attorney Training Manual Maintaining Y our
Account

A Summary report includes the case numbers and titles of cases in which
activity occurred for that day. The text of the Summary E-mail notification will
display the docket event and the document number (including the hyperlink).

NOTE: You cannot elect to receive both separate notices and the summary
report.

¢ Format notices
Enter the E-mail delivery method. This selection will be determined by
your E-mail type.

O html format for Netscape or ISP E-mail servicer

The html format will include hyperlinks to the document or claim.
(See Figure 3b.)

Hotice of Electronic Filing

The following transaction was recetved from Clarence I Longsdale entered on 3/5/2002
at 240 AW CDT and filed on 9/5/2002 CDT

Case Name: Diale I Danmels
Case Numbher: 99-1000%
Document Number: 14

Daocket Text:
Cibjection to Clamm Filed by Debtor Dale T Danmiels . (Wilson, Joe)

Figure 3b

O text format for cc:Mail, GroupWise, other E-mail service
Text format will feature the URL of the PDF document which
can be copied and pasted into the location bar of your browser.
Figure 3c shows an example of a text formatted notice.

Notice of Electronic Filing
The following transaction was received from Abraham P. Bellows on 1/23/2001 at 3 :51 PM CST

Case Name: William Wonka

Case Number: 97-13259 https://bkecf-train.aottsd.uscourts.gov/cgi-bin/DktRpt.pl ? 252
Document Number: 2

Copy the URL address on the line below into the location bar of your Web browserto view the
document: https://bkecf-train.aottsd.uscourts.gov/cgi-bin/show_case doc?2,252,,169281,

Figure 3c

¢ When you have entered your E-mail preferences, click on
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STEP 4

NOTE:

[Return to Account screen].
Click on [Submit] to save the changes.

The SELECT THE CASES TO BE UPDATED screen will then appear
for the user to select the effected cases. (See Figure 4.)

EE F Bankruptcy « Adversary + Query « Reports « Utilities + Logout

Searching for existing Attorney Records
Select the cases to be updated

CAUTION: If you modified name, S5N, Tax 1D, or Bar ID) on the previous screen, the new values will be recarded for
ALL cases to which the person is linked. Modifications af other items will be recordsd ONLY for those cases you seiect
below, Chok the question mark oxr the menu bar above jor more information.

1999-10436 Travis Houston

1999-11223 Pinzy Wilson

1999-11228 Michael Holdman and Wendall Holdran
1993-11228 Michael Holdman and Wendall Holdrman
2000-10003 Watson Parker

2001-10002 Sue Smith

2001-10011 Tools "R" Us

2001-10015 Karen Houghston

2002-10070 Walter J. Daniels =l

Submit | Clear

Figure 4

Maodifications to NAME, SSN, TAX ID, or BAR ID will automatically
update ALL cases.

Select desired cases and then click [Submit].

The screen in Figure 4a is used to confirm the information which has
been submitted. If you checked any of the boxes for sending notices for
each filing, or sending a Summary report, this screen will indicate the
option is turned “on”.

Any additional case numbers (and hyperlinks) will be displayed under
the Case list: heading. If invalid case numbers were entered, you will
receive an error message after submitting the data and be given the
chance to back up and enter a valid number.
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EE F Bankruptcy « Adversary + Query + Reports « Utilities « Logout

Updating person record...
Update Person Prid: 333454

The update was successful .. prid 333454 - D L. Wilson
The update was successful..

et up automatic e-mad notfication complete for D L. Wilsen
Send Notification in all cases for which you represent a party = on
Send Notification to primaty e-mail address = on

Case list:

99-11223 Pinzy Wilson

99-11225 Timethy Tisdale and Barbara Tisdale

E-mail notice of electronic filings for selected cases= on
Summary e-mail = off

Primary e-mail Address: DLWilseni@lawfirm net
Addimonal e-mal Address:

Figure 4a

STEP 5 If you click on More user information from your account screen, your
login and password information will be displayed
(See Figure 5.)

EECF Bankruptcy « Adversary + Query + Reports « Utilities + Logout
More User Information for D.L. Wilson
Login |w1lsondl Lastlogin 0%-05-2002 13:19
Password [srrvwrrvans Currentlogin  05-05-2002 13:19
Prid 333454 Create date 06/04/2001
Registered T Update date 11/15/2001
Internet Credit Card
Groups Atterney
Return to Account screen | Clear |
Figure 5
¢ You can change your own login and/or password here.
Remember:

* Logins and passwords are case sensitive.

* These are alphanumeric fields

* Passwords have a maximum of 8 characters

* When you enter a new password it is displayed on the screen. Your
subsequent queries to this screen will show only asterisks.
(No one will be able to tell you what your password is. Contact the
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court if you forget your password.)

¢ When you have entered the information as desired, click on
[Return to Account screen].

STEP 6 Your user account screen will appear again (See Figure 6.)

EE F Bahkruptcy « Adversary + Query +« Reports -« Utilities » Logout

Maintain User Account

Lastname [iilson First name |D.L.
Middle name I Generation
Title I Type aty

Office Iwilsun, Wilson & Assoc.

Address 1 [5550 1H 10 West

Address 2 [rx &
Address 3 |

City [fan intonia State [Tz | Zip [eza0 |
Country l— County l—;l

Phone [z10-5855-1235 Fax [ero-sss—asai |

ssw [ Taxd [

BarId 1232546 Bar status Active Mail group
Initials dlw DOB AD code End date
Email information | Ivlore user infarmation...
Submit Clearl
Figure 6
¢ When all of your account information is correct, click [Submit] to finish
processing.
STEP 7 A list of the cases you are associated with will then appear

(See Figure 7.)

EE F Bankruptcy +  Adversary + Ouery + Reports « Utilities + Logout

Searching for existing Attorney Records
Select the cases to he updated

CAUTION: if you modified rame, SSN, Tax I, or Bar ID on the previous scresr, the new values will be recarded for
ALL cases to which the person is linked. Modifications af other items will be recorded ONLY for those cases you select
below. Click the question mark on the menu bar above jor more information.

1999-10436 Travis Houston

1999-11223 Pinzy Wilson

1999-11228 Michael Holdman and YWendall Holdman
19592-11228 Michael Holdman and ¥Wendall Holdman
2000-10003 Watson Parker

2001-10002 Sue Smith

2001-10011 Tools "R" Us

2001-10015 Karen Houghston

2002-10070 Walter J. Daniels =l

Subrnit Clear |

Figure 7
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¢ If you want this new information to apply to all of the cases, click on
[**Update All***] at the top of the list. To change information only on
certain cases, hold down the [Control] key after selecting the first case
number and click on the others, one at a time, to highlight them.

¢ When you have all of the desired cases or [ **Update All***]
highlighted, click [Submit] to apply the new information.

¢ The system will update the records and inform you that they were
updated. You can then click on another selection in the CM/ECF Main
Menu Bar.

NOTE: Modifications to NAME, SSN, TAX ID, or BAR ID will
automatically update ALL cases.
USER TRANSACTION LOG
All docketing activity is recorded through each user's User Transaction Log. This feature is

found under Utilities on the CM/ECF Main Menu Bar. Information on this log can be selected by
date range. A typical excerpt from a transaction log is displayed below. (See Figure 8.)

EE F Bankruptcy + Adversary + Query +« Reports « Utilities + Logout

Transaction Log
Report Period: 08/28/2000 - 09/05/2002

| Id | Date Case Number Text
First Meeting of Creditors with 341(a) meeting to be held on
0 08/22/2002 09:23:54 |1-02-bk-10070 09/20/2002 at 01:30 PM at Room 101 U.S. Trustee's Office.
Objections for Discharge due by 11/1%/2002. (Wilson, D.L.)
l6562 | 060412001 10:33:48 [01-10002 |Opened New BE Case 01-10002
7508 | 080212001 093535 [01-10015 |Opened Hew BE Case 01-10015

Motion to Avoid Lien with Landry Restaurant Supply Filed by
Karen Houghston, (Wilson, D.)

Stipulation By Karen Houghston and BEetween Landry Restaurant
Supply filed by Karen Houghston, (Wilson, D)

Motion to Withdraw as Attorney Filed by Karen Houghston.

7514 08/02/2001 0%:56:38 ||01-10015

7524 08/02/2001 10:08:14 |01-10015

7526 08/02/2001 10:11:46 ||01-10015

(Wilson, D)
111638 | 08/02/2002 16:38:07 |02-40006 |Opened New BE Case 02-40006
112185 | 08/20/2002 152140 [02-10070 |Opened Hew BE Case 02-10070

Application to Pay Filing Fee m Installments Filed by Debtor

12342 08/22/2002 10:1%:13 ||1-02-bk-10070 Walter I Daniels (Wilson, D)

Figure 8

This record may be useful in researching case filings. Dates, case numbers, times and
document type are tracked.

Your transaction activity is not accessible to other users besides yourself except for court
systems staff.
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Converting Documentsto .pdf

Only .pdf (Portable Document Format) documents may be filed using the Court’s
electronic filing system. If you attempt to upload a non-pdf file, or submit a
standard docket entry without a document, an error message appears. (See Figure
1)

W TRAINING Daiabase Ared - Netycape
File Edit View Co C Help

Bﬁ.ﬂ&gﬁiadétﬁl;ﬁ

me  Seach Nelscape Pt Seouily Shop  Siop

I Bockmaks i L I buscoun jbindlogin 236363861527 3523L_516_01 =] 0 hats Relaed

File a Motion:
5-02-00011 Robest W. Siburt

[ERRCE: Document is not a well-formed PDF document (no further information is available).

Back

Figurel

Converting a Document to .PDF Format

Conversion of any word processing document to a Potable Document Format (.pdf) is required
before submission to the Court’s electronic filing system. The following instructions will guide
you through the process of converting aword processing document to .pdf. For this example,
WordPerfect 9 is used.

When Adobe Acrobat (the full version, not the reader isinstalled on your computer, one of the
option installed is PDF Writer. To convert aword processing document to .pdf, you will choose
“print” (just as you do to print afile), but change your default printer to PDF Writer. By making
this selection, your document won’t be printed, instead it will give you the opportunity to save
your filein .pdf format and give it afilename. Y ou should have a directory on your pc or network
available for saving these .pdf files.

The conversion processiis relatively simple and can be accomplished in afew ways depending

upon the word processing program you use. In the following pages, we will walk you through
the basic steps of converting any file created by a Windows based program. In some instances,
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some of these steps may be eiminated depending on what software you are using and how your
system has been configured.

Y our bankruptcy preparation software may convert documents to .pdf. Refer to your software
vendor regarding converting to .padf.

Basic requirements for creating .pdf files:

1 Word processing software. For example: Microsoft Word or WordPerfect.
! Adobe Acrobat PDF Writer

Converting a Word Processing Document to .pdf Format

STEP1 Using your Word Processing Software, open the document you
wish to convert to .pdf and review the document for accuracy.

STEP 2 To begin the conversion process, click th printer icon on your
toolbar or using the menus, click file and print. (See Figure 2)

X WordPerfect 9 - CIWINDOWS\Degktop\W

Y Ele Edt View [lmsert Format Tools Window |
OEES /EEw (4wl /A
Gl B2 -TY

Figure 2

STEP 3 The Print dialog box appears (See Figure 3)

. Select Acrobat PDFWriter from your list of printers.
. Click the Print button in the dialog box. The file will not
actualy print.
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Privnd to A crobal PDEWrider (LPTL )}

Acrobat PDFwWriter

[Spztem Default] HP Lazerlet 2200 Seriez PCL B
Acrobat Distiller

Canon Bubble-Jet BJC-4200
HF Lazerlet 2200 Series PCL B
HF Laserlet 5

HF Lazerlet 5H

HF Lazerlet GF

OrniFarm

FaperPort

PaperPort Colar

Figure3
STEP 4 Y ou will then receive the option to save the file as .pdf.
. The Save PDF File As screen will appear
(SeeFigure 4)

Sawve PPRE File Ax

=3 PDF Documents -

[FOF fles(<PDF) [
Figure4
. File Name: type a name using your preferred naming
convention.

. Save astype: Use drop down arrow if needed so that PDF
files (*.PDF) is selected.
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. Click on the Save button to save the file as a PDF document
to alocation where it may easily be retrieved later.

Note: It isstrongly suggested that you create a folder (or folders) specifically to store your
pdf documents.

Attaching PDF Files During Docketing

STEP1 During Docketing you will be prompted to attach your pdf
document.

. The PDF DOCUMENT screenisdisplayed. (See Figure
5)

—
- Utilities « Logout ?

Miscellaneous:
02-10005 Annie Hall

Select the pdf decument (for example: C19%ew501-21 pdf)

Filename

I Browse...
|Attachments to Document: @& INo  Yes %
Figure5
STEP 2 Click on the Browse button, then navigate to the directory where

the appropriate PDF file is located and select it with your mouse.

STEP 3 To make certain you are about to associate the correct PDF file for
this entry, right-click on the filename with your mouse and select
Open. (SeeFigure6)

Page -4-



CM/ECF Attorney Training Manual

Converting Documents to .pdf, Attaching .pdf Files and

and Attachments (Proposed Orders, Exhibits, etc.)

File Upload
Losk it | =3 PDF Files x| = £k EE-

[E Motion to Dismiss 00_10006.pdi  To] NTCABN. FDF B Proposed O

[T Matian ta Dismiss 00_10029.pdf T2 Objection ba Plan. pdf T Reaffimatia
Higtary (| Matian to Dismiss 00_10054.pdf T2 Objection.pdf T Receipt pdf
- M= Motion PDF T Order - Denying pd T REQABN.P
@ '@ Muation2. pdf '@ Order - Filing Fees. pdf '@ Response.p

P T Matiana. pdf Select df T SCHED O

o T Matiand. pdf pdf T Schedule &
o) [T Matians. pdf W f T Schedule B

by Documents Matice af Appearance. pr Frint '@ Schedule C
I@NUHCE-DC” Scan for Viruses... @Schedule D

; '@ MoticelolCarvta 7. pdf mb1 Onew. pdf '@ Schedule E

. i M ake Available Offline
K| Open With » ]
Cuick Yiew Plus
File name: INotice 9 Quick Print j Iﬂl
Files of type: [ Fiies | 2 Winip b | Cancel |
7
Camd Tm 9

Figure 6

. Thiswill launch the Adobe Acrobat Reader to display the

contents of the PDF document. Verify that the document is

correct.

STEP 4 Close or minimize the Adobe application after verifying the correct
file and click Open on the File Upload dialogue box. (See Figure
7)

File Upload I 3
Lock in: [ 3 PDF Files x| & &k B
¥ Mation to Dismiss 00_10005.pdf TR]MTCABN.PDF T Proposed 0
b ation ko Digmizs 0010029 pdf '@ Objection to Plan. pdf '@ R eaffirmatio
Mation ba Dismiss 00_10054.pdf B Objection.pdf T Receipt.pdf
Mation PDF @Drder - Derying. pdf @HEQABN.P
'@ Order - Filing Fees. pdf '@ Response.p
T Order - Granting. pdf T SCHEDD.
T Order Distribution. pdf T S chedule A
T Oirder Multi Part, pdf T Schedule B
T Order.pdf T 5chedule ©
T Plan.pd T Schedule D
'@ Proof af Claim_formb] Onew. pdf '@ Schedule E
[ — i
File name: INotice of Appearance. pdf j Open wh
Files of type: All Files [+ bt Cancel )
P | ! [~ 7
Figure7
STEP5S To add an attachment, such as a proposed order, exhibit, etc.
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click the yes radio button next to “ Attachments to Documents’ and
click next. (SeeFigure 8)

M TRAINING Dadabase A red - Netyoape

e
tps: b o 412361L_316_1H F\ gl

EEC F Bankruptcy . Adversary ¢ Query Reports 0 Utilities ~ »  Logout

File a Motion:
5:02-00011 Robert W_Siburt

Select the paf document (for example: CA199cv301-21.pdd).

Filename

“Z:\UINDOHS\DEskwp\US-IBUZ - cert. “-

|Attachments to Document: O No & Tes

Y| caa
Figure8

STEP 6 The Select one or mor e attachments screen will appear.
(See Figure9)

3% TRAINING DatabaseA rew - Netycape

EECF Bankruptcy . Adversary *  Query Reports . Utilities . Logout

File a Motion:
5-02-00011 Robert W_Siburt

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Cappendiz pdf).

Filename

[ I

2) Select a document type andlor enter a description

Type Deseription

| HI |

3) Add the filename to the st box below. I you have more attachments, go back to Step 1. When the list of flenames 15 complete, click n the Next button

_asuln |
__Fonowionist_|
ot
Figure9

STEP7 . Click on the Browse button to search for the file you would
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STEP 8

like to attach. (Just as you would do when browsing for
your main document)

. Under step 2, click on the drop-down arrow and choose
what document type you are attaching, if it a proposed
order, choose that type.

. Then typein adescription
(See Figure 10)

3 TRAINING Databose Arew - Netycape

2 B e

ourts gov/ogi binflogi pI7 3408464341 2361 L_916_01

—
EECF Bankruptey . Adversary « Query +  Reports  « Utiities

File a Motion:
5-02-00011 Robert W. Siburt

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz pdf)

Filename

[\ WINDOUS\ besktop! Proposed Order UH_

2) Select a document type andfor enter a description

Type Deseription
[Proposed Order [for Hotion to imend ]
3) Add the flename to the lst box below. E'you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Nezt button,

B—
Rz |
e

Figure 10

Click on Add to List. When you do this, the pathname of where
your document was stored will appear in the box in step 3 and the
boxesin steps 1 and 2 will blank out. (See Figure 11)
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STEP9

3 TRAINING Database A reds - Netycape

Bankruptey . Adversary © Query - Reports « Utilities

File a Motion:
5-02-00011 Robert W. Siburt

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: C'lappendix pd).

Filename

I |G |

2) Select a document type anddor enter a description.
Type Description

[ H ]

3) Add the flename to the list box below. I you have more attachments, go back to Step 1. When the list of Slenames is complete, click on the ezt button

CAWWINDOWS\Desktop\Proposed Order 02-11.PDF j _

e
Figure 1l

If you have more documents to attach, start the process over
by browsing for the next attachment and proceed to # 2 and
then # 3, as shown in Figure 11.

If you are finished with adding attachments, click next.
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How to Convert a Creditor

Matrix to a .txt File

The following instructions will guide you to correctly format a creditor matrix and

save it as a .txt file.

A creditor matrix contains each creditor's name and mailing address. This
information is used for noticing and also for claims information when applicable. The
creditor matrix must be in an ASCII file format with an appropriate text extension such
as .txt before it can be successfully uploaded into the CM/ECF system.

Suggested Creditor Matrix Specifications

*

*

* & o o

The name and address of each creditor cannot be more than 5
lines. If a record is more than 5 lines, the 6™ line will be combined
with line 5 and the 7" or 8" lines will be truncated.

Each line may contain no more than 40 characters including
blanks.

Names and addresses should be left justified.

Spaces in the first position of a line will cause an exception report
for that creditor record.

Special characters suchas ~, % ,~ ,#,/, &, and % will cause
problems.

Account numbers or “attention” lines should be placed on the
second line of the name/address.

City, state and ZIP code must be on the last line.

Nine digit ZIP codes must be typed with a hyphen separating the
two groups of digits.

All states must be two-letter abbreviations.
Each creditor must be separated by at least one blank line.
Do not include page numbers, headers, footers, etc.

If you are sending the matrix to the Court for upload into the
system, we require it to be saved on a diskette or cd and the
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flename should be the Debtor’s last name or the business name.
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To Save the Creditor Matrix File with a .txt Extension

STEP 1 After creating the creditor list in WordPerfect or Microsoft Word,
open the file. Click on File in the WordPerfect or Microsoft Word
toolbar to display the drop down list. (See Figure 1.)

\ Corel WordPerfect - B:ATRAININGAE CFAShirley\M atnixT
g E"E Edit “iew Insert Format Tools Window  Help

NEHS =89 |4 vBO-A
Figure 1
STEP 2 Click Save As in the drop down list. (See Figure 2.)
[A=R Edit iew Insert Format Tool: wWindow  Help
%ew... Etrl+52iftl+g (= ’{%f Ve @ ]~
Uper... b+
Closze Chlsfs  F U = | <None> 7]
Save Chrl+5 L
I | | | % e |
Figure 2
If in Microsoft Word, Skip to Step 4.
If in WordPerfect:
STEP 3 Click the drop down menu arrow in the File Type box.
(See Figure 3.)
.@hearings.wpd 1696KB  CorelWordPerfect 8 Dod
Enbi_mntinn.wpd 1.459KE  Carel WardPerfect 8 Dod
'Qnrder_ ﬂ Arni Fro 3.0 -
'Q workid [2 AMSI M indowes) Delimited Text =

AMSI M indows) Genenc Word Processor
ARSI Windowes Test

ASCI [D05) Delimited T ext
"""" A5CH [D05] Genernic Word Processar
{501 DOS Text

W] Displayaite 4.0 % i

File narme:

Fle pe: 'Q WoordPerfect 5/7/8

Figure3
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* Select the file type ASCII DOS Text.
STEP 4 If in Microsoft Word:

2 Click on the drop down box arrow in the Save As Type box.
(See Figure 4.)

Fir[:%ﬂles thak match these search criteria:
File name: I

Rd
Files of Evpe: Bl '-'I

Figure 4

* Select the file type of Text Files(*.txt) or Text Only(*.txt).
STEP 5 Enter the file name (file name should be the Debtor’s last name
or if a business, the business name) in the File Name: box. (The
system provides the same file name with a .txt extension.)

STEP 6 Click the [Save] button.
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Uploading a Creditor
Matrix

For Attorneys

The following instructions will guide you through the process of uploading
creditor information (.txt file) to the Electronic Case Filing (ECF) system. A creditor
matrix should be uploaded for each case immediately following the electronic case

opening.
STEP 1 Select Bankruptcy from the Main Menu and click on Creditor
Maintenance from the Bankruptcy Events menu. (See Figure
1)

Figurel

STEP 2 Select Upload a creditor matrix file from the Creditor
Maintenance menu. (See Figure 2.)
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T e
Ts start i

Figure 2

STEP 3 The Creditor Processing - Upload a File Method screen

appears. Enter the bankruptcy case number. (See Figure 3.)

1 s B O
= B2 S 2
wif " Bookmarke  j Losaion| b scoun

=1 @ whats Related

Creditor Processing - Upload a File Method

Case Number

[3-00085  99.12345 1:99-6k12345 or L-99-bk 12345

Mext Clear

Figure3

¢ Click [Next] to continue.

STEP 4 The Load Creditor Information screen appears. (See Figure

4a.)
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% TRAINING Database Area - Netscape

Ij‘e :?‘; view ; Cm:%;:w 5?;9 @

L_916_ 01 _~| @7 What's Related

Logout

Load Creditor Information

Case numher 03-00085
Enter name of file and lick on Next

Browse...
Example: c:\creditor.sen |G|
Mext Clear

Figure4a
¢ Verify the case number displayed.
¢ If the case number is incorrect, click the [Back] button to re-enter

the case number.

NOTE: If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again. You
may use the browser [Back] button at any time during this
process to verify former screens until the final submission.

¢ Type in the full path of the folder (directory) and filename where
the creditor matrix file is located.

OR

¢ Use [Browse] to navigate to the appropriate folder and select the
creditor matrix file. To do this:

¢ Click the [Browse] button to display the File Upload
screen.

¢ Change Files of type: to All Files (**).

¢ Click in the Look In box, and select the appropriate drive
name.
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L4

L4

Double-click on the correct folder name to open the folder.

Double-click to the appropriate filename to select the
matrix.

NOTE: For quality assurance, with the matrix filename
highlighted, you may right click and select Open on the
drop down menu. This will allow you to view and verify
the matrix file chosen as correct.

Close the matrix by clicking the “X” in the upper right-
hand corner.

If changes were made, choose Yes when prompted “Do
you want to save changes?”.

Click the [Open] button in the File Upload screen to
associate the matrix file to the bankruptcy case.

(See Figure 4b.)

! [ci\Documents and Settings\inita Svatom\D  Browse...

Figure4b

¢ Click [Next] to continue.
STEP 5 The Total Creditors Entered screen displays. (See Figure 5.)
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¢ The total number of creditors shown on this screen must be the
same as the number of creditors shown on the paper matrix
which was imaged and included with the electronically-filed
petition. If the Total Creditors Entered amount is correct, click
[Submit] to finalize the transfer of creditors.

¢ If the creditor total is incorrect, return to Step 1 to begin again.

1 TRAINING Database Area - Netscape [B[E[E3
Fle Edk View So Communicator Help

Add Creditor(s)

Total Creditors Entered 1

[ Submit |

e
iJ start [ an

Figure5
STEP 6 The Creditors Receipt screen appears. (See Figure 6.)
¢ The case number and total number of creditors added to the

database are confirmed.

WVN - Attorney Training Materials September 2003



CM/ECF Attorney Training Materials Uploading A Creditor Matrix - Page 6

$% TRAINING Database Area - Netscape

Fle Edt View o Communicator Help

I €4 £ A 4f4 . @ s a8 B @
| Back Reload  Home  Search Metscape  Print  Secuity  Shop
7w Bookmaks & Location: [hitps:/ fect uscouls. in. pl?2563541 70173508-L_316_0-1 | @& what's Related

Creditors Receipt

[Case Mumber [03-00085 |
[Total Creditors Added to Database |1 |

File & Proof Of Claim

[Return To Creditor Idenu

3 TRATNING Database -

Figure 6

¢ Click the Return To Creditor Maintenance Menu hypertext link if
you have additional creditor matrices to upload for other new

bankruptcy filings, and repeat steps 3 - 5 for each additional
creditor matrix.
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Bankruptcy Case Opening

This process shows the steps and screens required for attorneys to open a
bankruptcy case on CM/ECF. The case is a chapter 7, no asset, individual consumer.

Internet users will access CM/ECF through PACER and will use two
different sets of logins and passwords; one for CM/ECF filing and the
other for PACER access to queries and reports. This module will assume
that the internet user has accessed the court’s web site with their court
assigned CM/ECF login and password. You can access this court’s cm/ecf
site by going to https://ecf.wvnb.uscourts.gov.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1.)

EECF Bankruptcy + Adversary + Query + Reports « Utilities + Logout

Figurel

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2)

= T =

=p=|  ocmen : bone

Figure 2
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STEP 3

At the Bankruptcy Events screen, click on the Open a BK Case

hyperlink. The Open New Bankruptcy Case screen will display
(See Figure 3.)

cator  Help

Fie Edt Yew Go Communi
< ¢ A 4 . @ =S A @ @
| Back Reload  Home  Search Netscape  Print  Secuity  Shop
7w Bookmaks A Location [ttps: e chtsin wurb.uscourts. govegibindlogin pI7 78528592385 7632.L_516_0-1 ~] 7 what's Related

Case type |bk ~

Date filed 7/23/2003

Chapter |7~
Joint Petition |[n _+|
Deficiencies |n _+|

Mext Clear

y... | E3 ECM CM/ECF IPS Mo

Figure3

Click the drop down arrow to reveal the list of Office (division) options. Click to highlight
the correct Office based upon the county shown on page one of the voluntary petition.

Select the Clarksburg Office for the following counties:

Braxton Gilmer Marion Taylor
Calhoun Harrison Monongalia Tyler
Doddridge Lewis Pleasants Ritchie

Select the Elkins Office for the following counties:

Barbour Mineral Preston Upshur
Grant Pendleton Randolph Webster
Hardy Pocahontas Tucker

Select the Martinsburg Office for the following counties:

Berkeley Hampshire Jefferson Morgan
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*

Select the Wheeling Office for the following counties:

Brooke Marshall Wetzel
Hancock Ohio

The case number will be generated later in this process and will be displayed on
the Notice of Electronic Filing.

The Case Type will always be bk. Leave it as it is.

The current date will always be displayed in the Date Filed field. This date
cannot be changed. The file date of the petition will be the current date.

Click the down arrow to reveal the list of available Chapter options. Click to
select the appropriate chapter.

Click the down arrow to reveal the list of Joint Filing options. The default value
for Joint Petition is n (no) meaning this is not a joint (husband and wife) filing.
Accept the default, or click to select ‘y’ to indicate the filing includes both a male
and female debtor.

If there are any required items missing from the petition, change the
Deficiencies box from n to y. A deficiency list will then be presented on a later
screen.

When this screen is correct, click [Next] to continue.

STEP 4 The PARTY SEARCH screen displays. (See Figure 4.)

)
Bankruptcy + Adversary « Query -+ Reports - Utillities -« Logout o_
£

Open New Bankruptcy Case

Search for a party

S8N Tax Id
Last/Business name

Search M
Figure4

This screen is for you to enter the parties in the case. Before you add the
debtor, or any party, you should search the database to see if that party already
exists in the database from another case, to eliminate duplicate records in the
system. You can search by Social Security Number, Tax Identification Number,
Last Name or Business Name.

. You can enter the last name to search the database. If this is a
business filing, enter the first word or significant words of the business
name to search. The entire business name is stored in the
Last/Business name field. The field size is 200 characters.
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Search Hints

. Enter one field of data for each search.

. Format Social Security Number or TaxID with hyphens.

. Include punctuation. (Garcia-Carrera)

. Try alternate search clues if your first search is not successful.

. Partial names can be entered.

. Wild cards (*) should not be used at the end of search strings.

. Wild cards may be used before or within search strings.
(*son,Gr?y)

. The asterisk * should not be used by itself. It will search ALL
records in the database and use unnecessary system resources.

NOT
E: The entire name of businesses resides in the Last/Business field. Therefore, for business filings,
entering the first part of the name may be sufficient to find a match.

STEP 5 If there are no matches, the system will return a No Person Found message. (See
Figure 5a.)

EE F Bankruptcy + Adversary + Query -+ Reports =+ Utilities + Logout
Search for a party

SSIT I TaxId
Last/Business name I

Search Clear I

Party search results

Mo person found.

Create new party

Figure 5a

NOTE: Your name search may find more than one record having the same name as
shown in Figure 5b. Clicking on each of the names will display a window
showing the party’s address information for verification.

If none of the addresses are correct for this party, you can either 1.)
modify the address (for this case only) on the following PARTY
INFORMATION screen, or 2.) click on the [Create new party] button
to add a new person record with this address.

NOTE: |If the information you entered to search finds a match, it is very important to
verify that the social security number of the matching party name and address
Is correct. If you choose this as a match for your debtor, you will have no
opportunity to modify the social security number. If the name and address are
correct, but the social security number does not match, do not choose this as
a match; add a new party.
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EE F Bankruptcy + Adversary + Query + Reports « Utilities « Logout
Search for a party

SSN Tax Id

Last/Business name li Person Address - Netscape: =0 5[

Susan Halston Interiors, Inc.
| 45500 NW Loop 410
Search | Clear aine 450

Alamo Heights, TX 75201

Party search results

Susan Halston Interiors,

Susan Halston Interiors, Inc.,

H
Select name from list | Create new party
Figure 5b
2 Once you have tried alternative searches and determined that the party is not
already on the database, you can add them to the database. Click [Create New

Party].

STEP 6 The PARTY INFORMATION screen displays. (See Figure 6.)

3% TRAINING Database Area - Netscape EEX |
Fie Edt Yiew %o Communicator Help

€<« F A B . m S B B

Home  Seach Metscape  Print  Securty  Shop

| @7 what's Ficlated

Reports
Party Information
Lastname [Willera  Fistmame |
Middle name | CGeneration |  Title |
SSN [ mziaza Taxm [

Office Address 1
Address 2 Address 3

City State Zip
County - Counary
Phone Fax
E-mail |
ProSe [no ~ Role |[blank (blank:) =l
Party text |

1t all alineos bofore
Alizs | Review | i otz
Submit Cancel Clear

@ =0 Bocumert: Bone BT ) -2

3 TRAINING

Figure 6
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2 As shown on the petition, enter the following information:

*

* 6 6 6 o o

Debtor's Last Name (If the debtor is a business, enter the full business
name in the Last Name field.)

Debtor’s First Name

Debtor's Middle Name

Debtor's Generation, if applicable (Jr., Sr., Ill, II, etc.)

Debtor's Title, if applicable (MD, PHD, etc.)

SSN (Social Security Number), or Tax ID (if the debtor is a business)

The Office box may be used to indicate the office name of a business
debtor. (This field is used infrequently.)

Use Address 1, Address 2 and Address 3 lines to type the debtor’s
mailing address as shown on the petition.

Type City, State and Zip information.

Click the down arrow to reveal the list of County options. Click to
highlight the country shown on the petition. (Type the first letter of the
county name for a faster search.)

It is not necessary to enter a Country name unless the country of the
debtor’s residence is not the United States.

Do not enter Phone, Fax and E-Mail information of the debtor.

The ProSe box automatically defaults to ‘n’ for no, meaning that the
debtor is not representing himself. You will automatically be added as
the attorney for the debtor by the CM/ECF system once the case is
filed.

Verify that the Role type of Debtor is highlighted. If not, click the down
arrow to reveal the list of role type options and select debtor.

The Party Text box can be used to add additional descriptive nature to
the debtor's name. For example: If the debtor was General Foods
Store, a division of General Motors Corporation, enter: General Foods
Store in Last name field, and enter: General Motors Corporation in
Party text field.

If this debtor has any aliases, click [Alias] to enter the alias
information.

2 The Alias screen displays. (See Figure 7)
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3 TRAINING Database Area - Netscape
File Edit Wiew Go Communicator Help

- = A oS = = a @& @&

Feload  Home etscaps  Print Seouity  Shop

Jogi-bin/loginpl7222413940352485-L_916_0-1

Adversary +  Query s Reports

|Alias Information (Party Willard, Tohn William)

Last/Business name First name DMiddle name Generation | Role
[1r [ [ I (P
[2r | | . e =
[ \ \ ==
[a 1 I I - ke -
[ I \ \ | =

Add aliases Glear | Glick the Add aliases button to retium to the Party screen and submit all information for this party.

& =0= Bocument: Done [ T 2

Y TRAINI

Figure7

NOTE: Do not use special characters such as parentheses, brackets, percent signs,
ampersands and in care of’s.

2 You can enter up to five alias names at a time.
2 Click the down arrow to reveal the list of options in the Role category. They

include aka, dba, fdba, and fka. Click to select the appropriate Role type for
each alias entered.

2 Click [Add aliases] to submit.
2 If you make a mistake during the addition of aliases, click [Clear] to
begin again.
2 If you have more than five aliases to add for this debtor, click [Add

aliases] to add the first five. Then click [Alias] again to submit
additional aliases. This may be done as often as necessary until all
aliases are added to the system.
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STEP 7 The PARTY INFORMATION screen reappears. (See Figure 8a.)

¥ TRAINING Database Area - Netscape EEE

File Edit Wwiew Ga Communicator Help
< @ A 4 = < a @ @
Back Reload  Home  Seach Metscape  Frint  Secuiy  Shop

W " Bookmarks & Location: [hitps: 2/ect-train. wvnb. uscours. gow/egi-bin/login pl7222413340352489-L_916_0-1 _~| @17 what's Related

=%
Query Reports - Logout 2

[Party Information

Lastname [Wwillard First name |Jonn

Middle name [William Generation |11 Tide |
SSN [z2z-11-1232 232111234 Taxm> [

Office | Address 1 [123 Green Streec I

Address2 | Address 3 | L
City [Wneeling State [ Zip [zeons
County [Ohio =] Counwry |
Phone | Fax |

E-mail |

ProSe |[no  ~ Role [Debtor (db:pty) =

Party text |
Alias e Add all aliases before
clicking the Submit button.
Submit Cancel | Glear

& == bocument

g SuL oD @ 2

Figure 8a

2 Verify the debtor information shown.

2 Once all debtor and alias information has been added, click [Review] to review
the alias information for this debtor. (See Figure 8b.)

3 TRAINING Database Area - Netscape
Fie Edit Wiew Go Communicator Help

X - 4 = 4 = & =
Back Feload  Home  Seamch Mstscape  Pit  Secuity  Shop
i~ Bookmarks A Location: [naps:27ec-tiain b, iscourts.gow/egh binflogin pI722241 4551 _16_01 <1 @ whav's Related

Bankruptcy Adversary - Query - Reports . Logout

[Review attorneys and aliases
John Wilkiam Willard TTT

Uncheck to remove from iist
\Attorneys added:
Mone added.

Aliases added: |
I Willard, Bill (akca)

Return to Party screen Clear I

&) 100z A
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L 2 You will see the aliases that have been added.

2 This is where you must delete an incorrectly entered Alias. An alias cannot be
edited. If there is anything incorrect about the alias entry, delete it here by
clicking [Clear] to remove all checked aliases. Then select [Return to Party
screen], and click [Alias] to re-enter the correct alias information.

2 You will note that in the Attorney(s) added: section this message None added.
will display. CM/ECF knows who you are, based upon your attorney login, and
will add you as the attorney for the debtor.

2 Click [Return to Party screen] to continue.

2 When all the information is correct, click [Submit] to continue.

STEP 8 The PARTY INFORMATION screen will return again as shown in Figure 8a. If you
are finished adding information for this new party, click [Submit] to continue with Case
Opening.

NOTE: If this were a joint debtor filing, a JOINT DEBTOR PARTY screen would appear
next. Repeat Steps 4 through 7 for the Joint Debtor.

NOTE: |If thisis a joint filing but was not indicated as such, or if this was inadvertently
marked as a joint filing and there is no joint debtor, return to Step 1 and begin
again.

2 Once the Joint Debtor has been added to the case, click [End party Selection]

in the Search for a Party screen and proceed to Step 9.

STEP 9 The STATISTICAL DATA screen appears next. (See Figure 9.)
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¥{ TRAINING Database Area - Netscape [ =13

~| @7 What's Related

Open New Bankruptcy Case

Type of debtor ¥ Individual |~ Cosporation | Partuerskip I Ofher
[ Railroad [ Stockbreker [ Cemmodity Broker

Fee status |Paid -]

Nature of debt [consumer x|

Voluntary [voluntary  ~|
Origin [Original =]

Date splittransfer |

Mext Clear

Assetnotice [No =]

Esti number of i [1s =]
Estimated assets [§0-$50000 <]
Estimated debts [1$08s0000 =]

Figure9
2 Select the Type of Debtor by clicking in the appropriate box(es).
2 The Fee Status values are Paid and Installment. If the petition is accompanied

by an Application to Pay Filing Fees in Installments, you would select
Installment from the pick list box.

2 Designate the Nature of Debt as Consumer or Business.

2 The default value is for a Voluntary Petition. For Involuntary Petitions, select
Involuntary from the pick list box.

2 Enter the correct Origin code from the values Original, First Reopen, Second
Reopen, Third Reopen, Split or Inter-District Transfer. No action is necessary if
this is the first filing; the default value of Original is correct for this exercise.

2 Date Split/Transfer is only necessary when a joint debtor splits from the
original case or if this case was transferred in from another district. Otherwise
leave this field blank.

2 Choose Yes or No for Asset notice designation.
2 If the filing is a Chapter 9, 11, 12 or 13 petition, click to highlight
y for an asset case.
2 If the filing is a Chapter 7 petition, accept the default n for a no asset
case.
2 Select the range of Estimated Creditors from the pick list box.
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STEP 10

*

NOTE:

e 1-15

16 - 49
50-99

100 -199
200 - 999
1,000 - over

Select the correct dollar range for Estimated Assets.

Under $50,000

$50,001 - 100,000
$100,001 - 500,000
$500,001 - 1 million
$1,000,001 - 10 million
$10,000,001 - 50 million
$50,000,001 - 100 million
More than $100 million

Select the correct dollar range for Estimated Debts.

Under $50,000

$50,001 - 100,000
$100,001 - 500,000
$500,001 - 1 million
$1,000,001 - 10 million
$10,000,001 - 50 million
$50,000,001 - 100 million
More than $100 million

Click [Next] to continue.

If you have selected y for Deficiencies on the Case Data screen, the
Deficiency List screen will appear.
(See Figure 10.)

This list will vary by chapter.

Check the check box for each item that is not included with this petition. The
items chosen will be reflected in the Final Docket Text.

Note: The Court will issue a deficiency notice.

Click [Next] to continue.
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EE F Bankruptcy +  Adversary + Query + Reports + Utilities + Logout
Open New Bankruptcy Case

Deficiency List
Check item(s) NOT included in the petition

I Aty Disclosure Stmt.
I™ Aty Sign. Exhibit B

I Aty Sign. Page 2

™ Db. Sig. re: Relief Axv.
™ Inventory of Property
™ List of All Creditors
™ Schedule &

I Schedule B

I Schedule C

I Schedule D

I Schedule E

™ Schedule F

™ Schedule &

I Schedule H

I Schedule I

I Schedule J
 Schedules A~
™ 88M/Tax ID
™ Stmt. of Fin. Affairs

™ Summary of Schedules

Figure 10

STEP 11 The SELECT A PDF DOCUMENT screen appears.
(See Figure 11.)

NOTE: This screen is used for associating the imaged document with this entry.
Attorneys may not bypass associating an imaged document.

EE F Bankruptcy +« Adversary ¢« Query + Reports « Utilities + Logout

Open New Bankruptcy Case

Select the pdf document (for example: C119%cv501-21 pdf)

Filename

| Browse...

Attachments to Document: & Mo © Tes

Nextl C\earl

Figure1l
2 Click [Browse], then click on the down arrow ¥ for the Files of type field.
2 In the drop-down box, click on Acrobat (*.pdf).
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2 Navigate to the directory where the appropriate PDF file is located.

2 Highlight the file. Then right click with your mouse and select Open to verify the
contents of the document. If this is the correct file, double-click the PDF file to
select it.

2 Accept the default setting of No for the Attachments to Document radio

buttons. Attachments will be covered in another module.

2 Click [Next]

STEP 12 The INCOMPLETE FILINGS DEADLINES screen is presented, showing the due
date for the missing schedules A-J. (See Figure 12.)

)
EECF Bankruptcy + Adversary - Query + Reports . Utilities -« Logout ’?

Open New Bankruptcy Case

Incomplete Filings due date: 09/4/2002

Figure 12

2 The deadline for filing the missing documents is calculated and displayed. This
will print on the final docket text and will exist as a schedule record for queries
and reports.

2 Deadlines will vary by court. The court will monitor deadlines for compliance
and will verify deficiencies.

2 Click [Next] to continue.

STEP 13 The RECEIPT # screen appears. (See Figure 13.)
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3 TRAINING Database Area - Netscape.

Fle Edit View Go Communicator Help

2« ¥ A 4 . @ < A 8 &

Back Feload  Home  Seach Netscape  Prnt  Secuity  Shop

DE= |

| @7 whats Related

5| i Bookmaiks i Locatiors [https://ecttrain wenb. uscourts. gov/carbin/login pl7222413940352463-L_916_0-1
[

Open New Bankruptcy Case

Please Enter: A Receipt Number or CC for Credit Card or O for Other Payment.

Receipt # Fee: $200

Next Clear

14 start A zer-[My.. 3L TRAINING D

Figure 13

Reports  « +  Logout

erfect 10- [Hi...

2 Enter CC for credit card and click [Next] to continue.

STEP 14 The MODIFY DOCKET TEXT screen appears. (See Figure 14.)
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# TRAINING Database Area - Netscape
File Edit View Go Commuricator Help

B = @
Reload Home Seaich

Wetscape Pt
" Bookmarks % Location: [h

Security

[nitp: ey t 1722241

1

L_916_0-1

Open New Bankruptcy Case

Docket Text: Madify as Appropriate.

Next Clear

Document: Dane

Figure 14

*

* Click Next.

STEP 15

¥£ TRAINING Database Area - Netscape

File Edit Wiew Go Communicator  Help
Back Fieload Heme

Search  Metscape  Print  Secuwity  Shop

wi§ T Bookmatks i Location: [kttps:Ffect train wvnb uscourts. gov/cai-bindlogin pl2222413940352489L_816_0-1

Chapter 7 Voluntary Petition | . Receipt Number cc, Fee Amount $200. Filed by John
William Willard TII. (Attorney2, Test)

~| @7 what's Related

[EANS

Verify the accuracy of the Final Docket Text. This is what will print on the
docket sheet.

The FINAL TEXT EDITING screen displays. (See Figure 15.)

~| @77 what's Related

Open New Bankruptcy Cas

Docket Text: Final Text

Test)

submission if you continue.

g | Clear

Document: Dane

3

Figure 15
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NOTE: This is the last opportunity to make any changes before the case is officially

opened.
2 Proof this screen carefully! This is what will print on the docket sheet.
2 If the docket text is incorrect, click the browser [Back] button at the top of the

screen one or more times to find the screen to be modified, make the
correction, and continue through the event.

2 To abort or restart the transaction, click on the Bankruptcy hyperlink on the
CM/ECF Main Menu Bar. Although this can be done at any time, this is your
last opportunity to change the event.

2 The case number will now be assigned. Click [Next] to continue.

STEP 16 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 16.)

3 TRAINING Database Area - Netscape
File Edt ‘Yiew Go Communicator Help
<« ¥ a4 4 o & 8 &8 &

Back Reload Home: Search  Metscape Print Security Shop
,,,‘!' Bookmarks \.& Lacation: ‘htlps Hect-tainwenb.uscourts. govlegi-binglogin pl?222413940352489-L_316_01

EEC F Bankruptcy . Adversary s Query . Reports . Utilities . Logout
Open New Bankruptcy Case

U.8. Bankruptey Court
Northern District of West Yirginia

Motice of Bankruptey Case Filing

The following transaction was received from Attorney2, Test entered on 7/24/2003 at 10:08 AWM EDT and filed on 7/24/2003
Case Name: Tohn Williarn Willard

Case Number: 1:03-bk-00084

Document Number: 1

Docket Text:
Chapter 7 Vohmtary Petition. Receipt Mumber cc, Fee Amount $200. Filed by John William Willard TIT. (Attorney2, Test)

The following document(s) are asseciated with this transaction:

Document description: Main Document

Original filename: C\Documents and Settingsldmta Swaton'Desktop'Test Document.pdf
Electronic document Stamp:

[STAMP bkectStamp_ID=888911880 [Date=7/24/2003] [FileMumber=9545-0] [8
f85fbd05664731b0603befTb0cd1 5aab354 2ceb 753 75d0056749ded3beb 3bb 3c6 27
dabbde5HBcad3dad2e7db3f7633d72908517287013 1 7da2dd2ecc 18]]

1:03-bk-00084 Notice will be electronically mailed to:

1:03-bk-00084 Notice will not be electronically mailed to: 3

Document: Done:

C
&) 11:07 AW
¥

Figure 16

WVN - Attorney Training Materials July 2003



CM/ECF Attorney

BK Case Opening - Page 17

This Notice of Electronic Filing is the verification that the filing has been sent
electronically to the court’s database. It certifies the that petition is now an
official court document.

Make a note of the case number, which appears in blue. Clicking on the case
number hyperlink on the Notice of Electronic Filing will present the Docket
Report for this case.

Clicking on the document number hyperlink will present the PDF Image of the
document just filed.

To print a copy of this notice click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu bar and select
Save Frame As.

You may also save the notice through the browser File/Save option.
A hypertext link for the Notice of Bankruptcy Case Filing appears at the top of

this natice. Clicking on this hypertext link reveals a notice summarizing the
pertinent details and participants in this case. (See Figure 17.)

3% TRAINING Database Area - Netscape

Fie Edit VYiew Go Communicator Help

d ¥ 2 4 » W oS A B

Back Reload  Home  Seaich MNelscape  Fint  Secuity  Shop

United States Bankruptcy Court e
Northern District of West Virginia

Notice of Bankruptcy Case Filing

07/24/2003)
10408 AM

)

A bankrptey case cencerning the debtor(s) listed below was filed under Chapter 7 of the United States
Bankruptcy Code, entered on 07/24/2003 at 10:08 AM and filed on 07/24/2003

John William Willard, IIT
123 Green Street
Wheeling, WV 26003
S 222-11-1234

aka

Bill Willard

The case was filed by the debtor's attorney

Test Attorney?

The case was assigned case number 03-84

Ths fling of a bankruptcy case astomatically stays certain actions against the dsbtor and the debtor's property. Ifyou attempt to callsct a dsbt or talcs other action
in violation of the Bankruptcy Code, vou may be penalized.

3 == Document: Done o B e I A

i T . R - v e— = )
ig start 20K (2@ Lotus Organizer - [my... - TRAINING Database ... % wWordPerfect 10 - [H:... o P &) 1115 AM

Figure 17
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Filing Schedules

This process shows the steps and screens required for an attorney to
electronically file the schedules not filed with the bankruptcy petition.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1.)

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System

This me age is i in the file O i ice.htn. t
Voumay use this file to alert users to current CMIECF operational issues. i

This faciliry is for Official Courr B nly. Activizy 1o and from this site is logged. Document filings or this system are subject to Federal >
Ei= o T = o = B

3 TRAINING

Figurel

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

<] @ Wt Molated

Logout

T2 start

Figure 2
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* Click the Other hyperlink.

STEP 3 The CASE NUMBER screen displays. (See Figure 3a.)

¥£ TRAINING Database Area - Netscape @@IE\

Fle Edt vew Go Communicator Help

2 2 A & . @ S A B @

Back Reload  Home  Seach Melscape  Fint  Secuily  Shop
_~| @7 what's Related

—
Bankruptcy +  Adversary + Query -+ Reports + Utiities - Logout ~

Miscellaneous

Case Number

95-12343, 199-b1-12345 or 1-99-01-12345

Mext Clear

-
|l [«

=

ox.. | 88 Lotus Organizer - [my..  ¥¥ TRAINING 56110 v WordPerfect 10 - [Hi.., &) 11438

Figure 3a

4 Enter the case number. (See Figure 3b.)

S TRAINING Databosy Arva - Nelsvape S]]

A N N S
cour =] @7 whats Related

—
Bankruptcy s Adversary « Query - Reports - Utiities - Logout 2

Miscellaneous

Case Number

65-00055] 9912345, 1.99-b1c 12345 or 1.99- b1 12345

3% TRAINING . o- & 114mam

Figure3b

* Click [Next] to continue.
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STEP 4 The following screen displays. (See Figure 4a.)

Miscellaneous

2:03-bl-00085 Richard A. Corley and Christa R. Corle:

3 TRAINING Database

Figure4a
* Using the up and down arrows to the right of the box, scroll the
options to highlight the type of documents being filed. (See
Figure 4b)
2 For a Chapter 7 petition, required documents are Schedules A-J,

Summary of Schedules, Disclosure of Compensation of Attorney
for Debtor, Statement of Intent, Statement of Financial Affairs.

* For a Chapter 13 petition, required documents are Schedules A-
J, Summary of Schedules, Disclosure of Compensation of
Attorney for Debtor, Statement of Financial Affairs.

* Additional documents required in a Chapter 11 petition are Equity
Security Holders and 20 Largest Unsecured Creditors

BEEEE]

..........

~1 @5 what's Nelated

Miscellaneous

2:03 bl 00085 Richard A Corlew and Christa B Corle

“s start |

Figure4
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* Click [Next] to continue.
STEP 5 The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

CE [x|

eeeee

| @7 Whats Related

Miscellaneous:

2:03-ble-00085 Richard & Corley and Christa R. Corles

I™ Toint fling with other attorney(s)

Mext Clear

-
|l Glw 4

=

Figure5

* Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

* Click [Next] to continue.

STEP 6 The Select the Party screen displays. (See Figure 6a.)

3 TRAINING Database Area - Netscape

Miscellaneous:
2:03-bk-00085 Richard A Corley and Christa R, Corle:

Select the Party:

Corley, Chiista H. Debior Add/Create New Party
Corley. Richard A [Debtar]
United National Bank, [
United Stat stee,

v
Creditor]
[U.S. Trustee]

Next Clear

L[5l |«

=

Figure 6a

4 Select the debtor(s). (See Figure 6b.)
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Fle EDU view G

i Bﬁ @A % B8 B @

Hebad  Fome  Seaich Netscape  Fint  Secuny  Shop

AddiCreate Mew Party

V4 start o avie

Figure6b

* Click [Next] to continue.

STEP 7 The Select the pdf document screen displays. (See Figure 7a.)

[EEE)E

3 TRAINING Database frea - Netscape

_~| @7 what's Related

Logout 2

letscape rink Security Shop
[ i Bookmaks & Location [ v wscouts inlogin p1765734061 1423327 81601
g

Bankruptcy B Adversary + Query + Reports . Utilities

Miscellaneous:
2:03-bk-00085 Richard A. Corley and Christa R. Corle:

Select the pdf document (for example: CA199cv501-21.pdf)

Filename

[ Browse...

\Attachments to Document: & INo ¢ Yes

| e |

T
Ll«lol» |«

=

Figure 7a

* Click [Browse], then navigate to the directory where the PDF file
is located. Double-click the PDF file to select it.

* In the File Upload screen, change Files of type: to All Files(*.*).
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NOTE: If you wish to view the image before selecting to be sure
you have chosen the correct file, before double-clicking, first

right click on the highlighted filename and click on open. You
can

view the image in Adobe Acrobat, then close Adobe Acrobat
when

you have finished viewing the image.
(See Figure 7b.)

* The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

3% TRAINING Database Area - Netscape

f

Bankruptcy . Adversary + Query + Reports + Utilities

Miscellaneous:
2:03-bk-00085 Richard & Corley and Christa B, Corle

Select the pdf document (for example: C:A199cw501-21 pdf)
Filename

[H:vas_myfiles\Test Document. par Browse...

Attachments to Document: = Mo ¢ Yes

Next Clear

¥ TRAINING

Figure7b

* Click [Next] to continue.

STEP 8 The Docket Text: Modify as Appropriate screen displays. (See
Figure 8.)

WVN - Attorney Training Materials August 2003



WVN - Attorney Training Materials

Filing Schedules - Page 7

Miscellaneous:
203-ble-00RS Richard A Clorley and Christa

Docket Text: Modify as Appropriata.
Schedules A-J Filed. || , Statement of Financial Affair:
e

, Statement of Intent. Filed by Test Attorney2
(Attorney?, Lest)

Next Clear

Figure8

It should not be necessary to make any additions to docket text.

* Click [Next] to continue.

The Docket Text: Final Text screen displays. (See Figure 9.)
This is your last opportunity to make corrections to your entry.

Bankruptcy

Adversary +  Query Reports  +  Utilities
Miscellaneous:

2.03-blk-00085 Richard A Corley and Christa . Corle:

Docket Text: Final Text

A-JFiled., of Financial Affairs,
Test)

of Intent. Filed by Test Attorney2. (Attorney2,

Attention!! Submitting this screen commits this transaction. Youwill have no further opportunity to modify this
submission if you continue.

iMesd | Clear

3L TRAINING Databass .. S

Figure9

4 Verify the final docket text.

* If correct, click [Next] to continue.
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* If the final docket text is incorrect, you must click
on your Browser’s Back button to correct your
entries.

* To abort or restart the transaction, click on the

Bankruptcy hyperlink on the Menu Bar.

STEP 10 The Notice of Electronic Filing screen will display showing the
essential data for this filing. Scroll down to view the entire
receipt. (See Figures 10a and 10b.)

3 TRAINING Database Area - Netscape LDEx x|

File Edit View Go Communicastor Help

4 @ Aa & - S a8 @ @
Back Fiebsd  Home  Seach  Netscape  Print  Secuity  Shop
| @7 what's Related

w§ " Bookmarks & Location |https: #/ecf-train wvnb uscourts gov/egi-bindlogin plI7BE7340611423327-L_516_0-1
= o)
o Bankruptcy . Adversary . Query - Reports - +  Logout L)

Miscellaneous:
2:03-ble-00085 Richard A Corley and Christa . Corle

U.S. Bankruptcy Court

Northern District of West Virginia
Motice of Electronic Filing

The following transaction was received from Attorney2, Test entered on $/8/2003 at 11:35 AM EDT and filed on $/8/2003
Case Name: Richard A Corley and Christa R. Corley

Case Mumber: 2.0%-bl-00085

Document Number: 8

Docket Text: J
Schedules A-T Filed., Statement of Financial Affairs, Statement of Intent. Filed by Test Attorney2. [Attorney2, Test)

The following document(s) are assoriated with this transaction

Document description: Main Tocument
Ciriginal filename: H-as_myfiles\Tast Document pdf
Electronic document Stamp:

[STAME blecfStamp ID=988911880 [Date=9/8/2003] [FilelTumber=10722-0] [2 =
d46cd6155b733105c96934bectde2064 5139 34afEbid3b64a7355c08a4 36487 c4c8d =55
f6208fc 10efc3edacSceeebod 7efb2 186 daf96c6 1 0declic 364 28625511] =]
2:03-hk-000R5 Natice will he electronically mailed tn: ]
3 =P Document: Done o = 2 A

= C

ton-Inbox... | #g Lobus Organizer - [my. Y TRAINING Database ... | % M rfect 10 - [

Figure 10a
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* The notice will include the following information:

Who filed the document

Date and time

Case name

Case number

Document number

Original filename (pdf)

Electronic document stamp

Electronic mail recipients and manual notice lists

0000600

3% TRAINING Database Area - Metscape

File Edit Wiews Go Communicater Help

& - < B8 @& @
Back Reload  Home  Seach  Metscaps  Print  Secuity  Shop

W " Bookmarks & Location: [hittps: /7ech-iain.vrvnb.uscourts. gev/egrbindlogin, pl7667 340611423327-L_916_0-1 | @7 what's Related

Case Name: orley and Christa
Case Number: 2:03-bk-00085
Document Number: &

. Codley

Docket Text:
Schedules A-T Filed., Statement of Financial Affairs, Statement of Intent. Filed by Test AttorneyZ. (Attorney2, Test)

The following document(s) are associated with this transaction
Document description: Main Document

Original filename: Hias_myfiles\Test Document pdf

Electronic document Stamp:

N (STAMP bkecfStamp_ ID=983911880 [Date—¥/8/2003] [Filelumber—10722-0] [2
d46cd6155b7331f05c565934bectde206451 5934 afBbid3b64a7355c58a4 36487 c4cBd
fe205fc 10efc3edaeSceecbod Vb2 186daf?606 1 0decfc 3642862551]]

2:03-bk-00085 Notice will be electronically mailed to: J

United States Trustee  marcie_kacsmar@wnb uscourts gov

2:03-bk-00085 Notice will not be electronically mailed to:

Test AttorneyZ

Thomas H. Fluharty
408 Lee Awenue
Clarksburg, Wi 26301 -

Document: Done

&, 1ziaarm

Figure 10b
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Amended Schedules

This process shows the steps and screens required for attorneys (1) to file
Amended Schedules requiring a filing fee and not requiring a filing fee and (2) to file an
Amended Matrix. If an amended matrix is being filed, the attorney should already have
prepared an attachment captioned either Newly-Added Creditors or Modified Creditors.

STEP 1

STEP 2

Click the Bankruptcy hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

3 TRAINING Database Area - Netscape [WENE3
Fie Edt Wew Go Commumicator Help
I. < @ @ 4 2 % a 8 #
Back Feload  Home  Search Metscape Secuity  Shop
3 " Bookmarks i Location: [hitps://ecf-tiainunnb. uts. bin/login.pl?8724658197547 48-L_316_0-1 | €7 What's Related

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System

This message is contained in the file OperationNotice.htm.
You may use this file to alert users to current CMY/ECT operational issues.

Figurel

Click on the Other hyperlink displayed on the BANKRUPTCY
EVENTS screen. (See Figure 2.)
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STEP 3

*

¥% TRAINING Database Area - Netscape =X

File Edit View Go Commuricater Help

Iv E{k & A & 2 = a8 B &

Seaich Metscaps  Prirt  Secuity  Shop

[ b usourt 3551601

Bankruptcy - Adversary - Query -  Reports

Bankruptcy Events

Answer/Response
Appeal

Claim Actions

Creditor Maintenance.
Tudge/Trustee Assignment
Idotions/Applications
Motices

Cpen a BE Case

Other

Flan

Y TRAINING

Figure 2

The CASE NUMBER screen displays. (See Figure 3a.)

¥t TRAINING Database Area - Netscape

Fle Edt View Go Communicator Help

Iv-{x}ZEi.

2 W = 4 @ &

Back Reload  Home  Search  Metseape  Frint  Securty  Shep
T

b, 3 bindlogin. pl?87 246581 9754748L_d16_0-1

| @7 Whats Relat=

Bankruptcy . Adversary «  Ouery Reports = +  Logout

File a Plan

Case Number

| 9912345, 1:00-bk-12345 or 1-90-bk-12345

Next Clear

8 == Document: Done:

3 TRATNIN

Figure 3a

Enter the case number (See Figure 3b.)
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3% TRAINING Database Area - Netscape

File Edit Yiew Go Communicator Help

H < ¥ A 4 = =< a4 @ &
Back Forward Fleload Hame: Seach Metscape Frint Security Shop
I Bookmaks b Location pp— o

=] @3 whats Rilate

Adversary . Query

Reports Logout
Miscellaneous

Case Number.

03-0o0ss 9912345, 1:99-0k-12345 or 1-99-bk- 12345

Next Clear

Document: Dane

Figure3b

R )

* Click [Next] to continue.

STEP 4 The following screen displays. (See Figure 4a.)

3 TRAINING Database Area - Netscape

File Edt View Go Communicator Help

H < @ A D4 = a4 @ @
| Back Feload  Home  Seach MNelscape  Print  Secuity  Shop

wlf " Bookmarks % Location: [bitps://echtrain avnb uscourts pI? _316_01 v | @7 What's Fielated

Bankruptcy

Adversary

—
Reports Logout ?
Miscellaneous

2:03-bk-00085 Richard A Corley and Christa B Corle:

20 Largest Unsecured Creditors
Affdavit

Amended Creditor Watrix (Fee)
Amended Document

Amended Schedules (Fee)

Amended Schedules No Fee Required

rinf
Certificate of Mo Objection

Next Clear

Dacument; Done:

Figure4a

T e B
¥ TRAIN 0-Trt... 3

* Verify the case number and case name.
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L 2 If the case number and name do not match your document, click
the browser [Back] button to try again. You may use the browser
[Back] button at any time during this
process to verify former screens until the final submission.

* Select Amended Schedules (Fee) OR Amended Schedules No
Fee Required OR Amended Creditor Matrix (Fee).

NOTE: If you are amending both schedules to add creditors and
the matrix to include these-newly added creditors, do not select
Amended Schedules (Fee) and Amended Creditor Matrix
(Fee). If this is the case, only select Amended Schedules (Fee);
you will be given the opportunity to include in docket text the
Amended Matrix.

In this lesson, the debtors’ attorney is amending Schedules D, E
and F and the mailing matrix to include the newly-added

creditors.
Amended Schedules (Fee) is selected. (See Figure 4b.)
(3 sa3ea a2z 88
‘5‘ Bookmarks g Location: [aitps: /echtrain wynb uscovts gov/cgkbin/iogin pl?143063352597982-L_816_0-1 | &7 whatsR ed
Miscellaneous fal
S TRAINING Database . | [WardPerfect 10 -[Hi. .
Figure4b
* Click [Next] to continue.
STEP 5: The Joint Filing With Other Attorneys screen displays. (See

Figure 5.)

* Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.
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¥Z TRAINING Database #rea - Netscape

Fle Edit View Go Communicator Help

| <« ® A & = < a @ @
Back. Forward  Reload Horme. Seaich  Metscape  Print Security Shop
7| i Bookmaks i Location: [tps 7 /echtrain wynb uscourts. gov/caibindlosin pl71 43063352537 362-L_316_0-1

~| @17 what's Related

Miscellaneous:

2:03-bl-00085 Richard & Corley and Christa R. Clorle

I Joint filing with other attorney(s)

Mesxt Clear

Document: Done

Figure5

Click [Next] to continue.

STEP 6: The Select the Party screen displays. (See Figure 6a.) All
participating parties in the case will appear on this list.

¥Z TRAINING Database Area - Netscape |
File Edit Wiew Go Communicator Help

[l £ 3 @& = S a4 @ &
Back Reload  Home  Seach Metscaps  Print Secuity  Shop
7| i Bookmarks i Location: [hitps://echtrain v uscourts. aov/eg-bindlogin pl71 43053352537 362L_516_0-1 ~| @ what's Related

Miscellaneous:

2:03-bl-00085 Richard A Corley and Christa R Corle:

Select the Party:

Corley, Christa R, [Deblor] AddiCreate New Party
Corley, Richard A [Debtor]

One Valley Bank, [Creditor]

United National Bank, [Creditor]
United States Trustee, [U.S. Trustee]

Mext Clear

Document; Done
iy start | ™ ans

Figure 6a

WVN - Attorney Training Materials

September 2003



CM/ECEF Attorney Training Material Amended Schedules - Page 6

* Click to highlight the name of the debtor(s). If the petition is a

joint petition, after selecting one of the debtors, hold down the
Ctrl key to select the joint debtor. (See Figure 6b.)

3% TRAINING Database Area - Netscape

Fle Edt View Go Communicator Help

H Eﬁ = Hga'a F{n*e T

M o= 8 @B #

~
Search Metscape  Prit  Securts  Shop
7| wdf T Bockmarks i Location [h b USEoUts. binvlogin.pI71 L_516_01 _~| @7 What's Related
=
Bankruptey o Adversary query Reports - Logout 2
Miscellaneous:
2:03-ble-00085 Richard A Corley and Christa B. Corle

Select the Party:

AddiCreate Mew Party
bior

One “alley Bank, [Creditor]

United National Bank, [Creditor]
United States Trustee, [U.S. Trustee]

Next Clear

Figure6b

* Click [Next] to continue.

STEP 7:

The PDF DOCUMENT SELECTION screen displays. (See Figure
7a.)

3% TRAINING Database Area - Netscape.

File Edt Vew Go Communicator Help
U <« @ @A & = = a B @
Back Reload  Home  Seach Metssape  Piint
_a16_01

Securty  Shop
7| i " Bookmarks i Location: [hitps: /fect-tain wwnb.uscounts. gov/ Coi-binlogin pl

v | @7 What's Related

Adversary

Query
Miscellaneous:

—
Reports Lagout b
2:.03-bk-00085 Richard 4 Corley and Christa R. Corle

Select the pdf document (for example: C:\199cw501-21.pdf)
Filename

\Attachments to Document: < 1o

Browse...

7 Yes

Next Clear

Figure 7a
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* To associate the imaged document with this entry, select the PDF
filename of the objection you are filing.

. Click [Browse]. In the File Upload screen change Files of
type: to All files(*.*) then navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click [Open] on the File Upload dialogue box.

2 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box. (See Figure 7b.)

3% TRAINING Database Area - Netscape

RSN

s gov/egi-bindlogin pl?1 43063352587 362-L_316_0-1 | @7 What's Related

Miscellaneous:

2:03-blc-00085 Richard & Corley and Christa B Corle:

Select the pdf decument (for example: C:1199ev501-21 pdf)

Filename

[a:vas_myrileshTest Document.pars Browse...

\Attachments to Document: & Mo © Tes

Next Clear

2 TRAINING

Figure7b

* The Attachments to Document option defaults to No. You will
have an attachment to this document; click the Yes radio button
to indicate there are attachments. (Refer to module: Attaching a
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STEP 8:

PDF File for Filing (Proposed Orders, Exhibits) for more
information.)

NOTE: As in this lesson, if you are adding creditors, you must
include an attachment captioned Newly-Added Creditors which
details the names and addresses of the newly-added creditors. If
you are modifying creditors already listed, you must include an
attachment captioned Modified Creditors which details the
names and addresses of the modified creditors.

Click [Next] to continue.

The following screen appears. (See Figure 8a.)

¥ TRAINING Database Area - Netscape [BEE
File Edit View Go Communicator Help
| | 4 ¥ 9 @& = < 8 B8 @ [N
i Back Reload Harme Search  Netscape Prirt Security Shop
7| 4§ " Bookmaks £ Location: [tips:/eckrain wnb.uscourts gov/cgibin/login pI71 4306935 2597 962-L_316_0-1 | @7 whats Riclated

Miscellaneous:

2:03-bk-00085 Richard & Corley and Christa R Corle

Does this Include an Amended Matrix ? y or n:||
Mext Clear

Figure 8a

Enter y or n. In this lesson the debtors’ attorney is filing an
Amended Matrix along with Amended Schedules. (See Figure
8b.)
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¥£ TRAINING Database Area - Netscape

Fie Edt View Go Communicator Help

| 2 & 3 & = = &8 @ &
Back Relosd  Home  Seach  MNelscape  Pint  Secuity  Shep
Y| i Bookmaks Location: [ttps:7/ecktrain b uscoutts. gov. caibindlogin pl?1 43063352597 962L_516_0-1 | @7 what's Releted

EE F Bankruptcy . Adversary - Query -  Reports - - Logout

Miscellaneous:
2:03-blk-00085 Richard A, Corley and Christa R. Corle:

Does this Include an Amended Matrix ? ¥ or n:|¥
Mext Clear

5 [~ Document;: Dane

R TRAINIVGD o [ Wordperfect 10- [Hi.. & 1020am

Figure8b

* Click [Next] to continue.

STEP 9 The following screen appears. (See Figure 9a.)

H{aﬁ\a’.‘i&dé@li}i

7]

Back Reload  Home  Seach Metscape  Print Securty  Shop L
7| " Bookmarks  Losator:| i I o7 Sie_o | @3~ whars Related

Bankruptcy . Adversary - Query - Reports - utilities

2:03-bk-00085 Richard & Corley and Christa R Corle

Are yuu paying via the Internet [y vr n]?
Next Clear

HE TRATNING D

) 1001 o

Figure 9a

L 2 Enter n.

* Click [Next] to continue.
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STEP 10

The Receipt # screen displays. (See Figure 10.)

U BE i o ; e

ot lna Heme  Sear
7| i~ Bookmarks A Looatiors|

NNNNNNNN

Miscellaneous:
2.03-40-00085 Rivhend 4. Curley and Claista B, Curle

Please Enter: A Receipt Number or CC for Credit Card or O for Other Payment.

Receipt #: | Fee: $20

Figure 10

g Enter CC for credit card.

Click [Next] to continue.

STEP 11: The Docket Text: Modify as Appropriate screen will display.
This screen will allow additional text to be added if applicable.
(See Figure 11a.)

3% TRAINING Database:

File Edit view Go Comr icator  Help
| o< 3 - < & B &
Back Reload Home Search  Metscape Prirt Sy

;
7w " Bookmarks i Location: [nitps:/ fecttrain wnb.uscourts.gov/cai-bin/login pl7149063352597982-L_916_0-1 ~| @7 whats Related

Miscellaneous:
2:03-bk-00085 Richard 4. Corley and Christa R. Corle:

Dacket Text: Modify as Appropriate.

I - | Amended Schedules with Amended Matrix.. Receipt Number cc,
Fee Amount $20. Filed by Christa R. Corley , Richard A. Corley . (Attorney2, Test)

Mext Clear

Figurella
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* Insert in docket text the Schedules being amended. In this
lesson the debtors’ attorney is amending Schedules D, E and F
as well as the Matrix. (See Figure 11b.)

¥ TRAINING Database Area - Netscape [=EE

File Edt View Go Communicator Help

Hi&la’.‘ia«,dé@fﬁ

Back Reload  Home  Seach  Metscape  Primt Secuty  Shop

7| w7 Bockmarks

& Location: [nttps: #/ecttrain.wynb uscourts. gov/egibindlogin pl?143063352597982-L_316_0-1 | @7 what's Rclated

Adversary + Query + Reports o+ +  Logout

Miscellaneous:

2:03-hk-D0085 Richard & Corley and Christa R. Corle:

Docket Text: Modify as Appropriate.

~| Amended Schedules [, E and F| with Amended Matrix.. Receipt Number cc,

Fee Amount $20. Filed by Christa R. Corley , Richard A. Corley . (Attorney2, Test)

Mext Clear

Figure 11b

* Click [Next] to continue.

STEP 12: The FINAL DOCKET TEXT screen appears. (See Figure 12.)

X TRAINING Database Area - Netscape: [BE

Reports

Miscellaneous:
2:03-bk-00085 Richard & Corley and Christa R. Corle

Docket Text: Final Text
Amended Schedules D, E and F with Amended Matrix.. Receipt Number cc, Fee Amount $20. Filed by Christa R.
Corley, Richard A. Corley. (Attorney2, Test)

Attention!! Submitting this screen cormits this transaction. You will have no further opportunity to modify this
submission if you continue,

Next Clear

Figure 12
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NOTE:

STEP 13

*

*

Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.

The NOTICE OF ELECTRONIC FILING screen appears.

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’'s database. It certifies that
this is now an official court document. (See Figure 13.)

The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.

To print a copy of this notice, click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu
bar and select Save Frame As.

Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,
a bullet appears next to the document number of the event on the
docket report. Clicking on this bullet will display a copy of this
notice.

When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

***NOTE TO PUBLIC ACCESS USERS***

You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.
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% TRAINING Database Area - Netscape
Fle Edt View Go Communicator Help

Hikﬁﬂ’.‘i&@ld%@lfﬁ

Back Reload  Home  Search Metscape  Print  Securty  Shap
7| " Bookmarks A Location [hup: LD, LISCOLITS. bin/login, pI7143069352597982-L_916_0-1 | @7 what's Related

Miscellaneous: e

2:03-bk-00085 Richard 4. Corley and Christa R. Corle

11.S. Bankruptcy Court
Northern District of West Virginia

Wotice of Electronic Filing

The following transaction was received from Attorney2, Test entered on 9/20/2003 at 245 PM EDT and filed on 3/29/2003

Case Name: Richard A. Corley and Christa R. Clotley

Case Number: 2:03-bk-00035
Document Number: 10

Docket Text:
|Amended Schedules D £ and F with Amended Matrix.. Receipt Number cc, Fee Amount §20. Filed by Christa B. Corley, Richard A. Corley. (Attorney2, Test)

The following d s are 1 with this

Document description:}Main Document

Original filename: Hias_myfiles\Test Document pef

Electronic document Stamp:

[STAMP blecfStamp_[D=988911880 [Date=3/29/2003] [FileNumber=11032-0] [
306014792 16c2497 30826824 7a0a0c T 5 2ad8c6a0d1 9429262701 348ed 5c6b8516a
16065a757642b8d6doa543% 18b60a405927d06279998:9046adB54]]

2:03-bk-00085 Notice will be electronically mailed to:

= - Documes

T4 start

Figure 13

Done

STEP 14 If you added new creditors, please refer to Uploading a Creditor
Matrix in Section 4 of this training manual to upload the newly-
added creditors.

If you modified existing creditors, the Court will modify the matrix.
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PLANS

In CM/ECEF, plans are docketed as separate events even if filed simultaneously
with a voluntary petition as is often the case in chapter 13 filings. This module

specifically details how to docket a chapter 13 plan; the same steps would be followed
to file a chapter 11 or chapter 12 plan.

Note: Chapter 11 disclosure statement is also docketed through the Plan category.

Chapter 13 Plan

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)
Figure 1

STEP 2

The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

E

L3160

it Secuity  Shop

4 Click the Plan hypertext link.

STEP 3 The Case Number screen displays. (See Figure 3.)
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*

*

STEP 4

S5 TRAINING Databiase Ara - Netsuapy

O
File a Plan

Case Number.

03-z6 912345, 1:99-bk 12345 or 1-99-bk- 12345

Mext Clear

Figure3

Enter the case number in yy-nnnnn format.

Click [Next] to continue.

The Document Selection screen displays (See Figure 4a.)

i start [ela

Figure4a

Verify the case number and case name.

If the case number and name do not match your document, click
the browser [Back] button to try again. You may use the browser
[Back] button at any time during this process to verify former
screens until the final submission
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* Use the down arrow to the right of the box to scroll through the
Event Type list to select the document to be filed. Click to
highlight Chapter 13 Plan. (See Figure 4b.)

[Amendad Chaptar 11 P
A Pl

jan

Figure4b

* Click [Next] to continue.

STEP 5 If you are not filing the plan jointly with other attorneys, do not
select this screen. (See Figure 5.)

File a Plan:
1-03-hke-000RE Victor Seoret

I Jomt Hling with other aftorney(s).

e

7 start

Figure5
* Click [Next] to continue.

STEP 6 The Select the Party: Screen appears.

2 Select debtor. (See Figure 6.)
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@ =
oo ] @9 ot Holsted

File a Plan:
1:03-1ke-00086 Victor Secret

Select the Party:

Tret, Victar IDSEian fdd/Create Mew Party
ied States Irustee, [U7E T iisies]

Figure 6
* Click [Next] to continue.
STEP 7 The DOCUMENT TYPE SELECTION screen displays.

(See Figure 7a.)

3L TRAINING Database Area - Netscape

@

L_916_01

File a Plan:
1:03-bk-00086 Victor Secret

Select the pdf document (for example: C:1199cv501-21.pdf).

Filename

I Browse...

\Attachments to Document: & Mo © ¥es

Next Clear

Figure 7a

* Click [Browse], then navigate to the directory where the
appropriate PDF file is located. Double-click the PDF file to
select it.

* In the File Upload screen, change Files of type: to All Files(*.*).

NOTE: If you wish to view the image before selecting to be sure
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you have chosen the correct file, before double-clicking, first
right click on the highlighted filename and click on open. You
can

view the image in Adobe Acrobat, then close Adobe Acrobat
when

you have finished viewing the image.

* The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

(See Figure 7b.)

Select the pdf document (for example: CA199ev501-21.pdf)

Filename

[H:vas_wytiles\Test Document.pdf Browse...

to Dy t: & No © Yes

* Click [Next] to continue.

STEP 8 The Docket Text: Modify as Appropriate screen displays. (See
Figure 8.)
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File a Plan:
1.03-bk-00086 Victor Secret

Docket Text: Modlfy as Appropriate.
Chapter 13 Plan | Jiled by Victor Necrot (AttorneyZ, Lest)

3 —o—
“s start S TRATMIN

Figure8

Verify the accuracy of the Docket Text.

You may enter additional text in the white box if necessary.

* Click [Next] to continue.

STEP 9 The Final Approval screen displays. (See Figure 9.)
Figure9
2 Verify the Final Docket Text. Read the warning message.
2 If the Final Docket Text is correct:
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*

*

*

STEP 10
Figure 10

Click [Next] to continue and officially submit
the document.

If the Final Docket Text is incorrect:

Click the browser [Back] button to find the error(s)
and then proceed with the event.

To abort or restart the transaction, return to Step 1
and begin again.

The NOTICE OF ELECTRONIC FILING screen appears. (See

)

H5 TRAINING Database Area - Netscape

Secuiy  Shop

&

o/ cgi-bin/loin pl7431564464435077-L_516_0-1

File a Plan:

Case Name:
Case Number:
Document Numbh:

Docket Text:

1:03-bk-00086 Wictor Secret

Wetice of Electronic Fiing

The following transaction was received from Attorney2, Test entered on 7/31/2003 at 3:55 P ED'T and filed on 7/31/2003

Chapter 13 Plan Filed by Victer Secret (Attorney2, Test)

U.S. Bankruptcy Court

Northern District of West Virginia

Victor Secret
1.03-bk-00086

er: 2

1 with this

The following 4

1:03-hk-00086 N
& ==

Ty

Figure

Document description: Main Document
Original filename:H\as_myfles\Test Document pdf

Electronic document Stamp:

WSTAMP bhectStamp_TD=588911880 [Date=7/31/2003] [Fil:Number=9613-0] [4
648a7024117cPea7dbd1cc7a0165832b6bde72081£20b6c44afee602608642bcbB 1add
5168b6afdecT3B05cf2ace 3fd7a0512030dc 12aB0892a5ee8a155253]]

?) are

ntir: mirallv mailed tn:

&, 454em

10

The Notice of Electronic Filing is the verification that the filing has

been filed electronically in the court’s database. It certifies that
the document is now an official court document.

Clicking on the case number hypertext link on the Notice of
Electronic Filing will present the Docket Report for this case.

WVN - Attorney Training Materials
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2 Clicking on the document number hypertext link will present the
PDF Image of the document just filed.

2 To print a copy of this notice click the browser [Print] icon.

2 To save a copy of this notice, click [File] on the browser menu
bar an select Save Frame As.

2 You may also save the notice through the browser File/Save
option.
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Objection to Confirmation
of Plan

This process shows the steps and screens required for attorneys to file an
Objection to Confirmation of a Plan.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

3 TRAINING Database Area - Netscape [WENE3
Fie Edt Wew Go Commumicator Help
I. < @ @ 4 2 % a 8 #
Back Feload  Home  Search Metscape Secuity  Shop
7| " Bookmaks i Location: [hitps://ec-tiain wvnb.uscouts. bin/login pl?8724668137647 8- _316_0-1 | €7 What's Related

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System

This message is contained in the file OperationNotice.htm.
You may use this file to alert users to current CMY/ECT operational issues.

This fuctlity is for Officied Court Business only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule of '«
o one: -3 .

Figurel

STEP 2 Click on the Plan hyperlink displayed on the BANKRUPTCY
EVENTS screen. (See Figure 2.)
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STEP 3

*

¥% TRAINING Database Area - Netscape =X

Tl Et View G Commumicator e
|' < 2 A & - = 8 B &
Beck fiomo  Somch Netscape Pim  Secuiy  Shop

M [i k. E 48-L_516_0-1

Adversary - Query -  Reports

Bankruptcy Events

Answer/Response
Appeal

Claim Actions

Creditor Maintenance.
Tudge/Trustee Assignment
Idotions/Applications
Motices

Cpen a BE Case

Other

Flan

Y TRAINING

Figure 2

The CASE NUMBER screen displays. (See Figure 3a.)

¥t TRAINING Database Area - Netscape

Fle Edt View Go Communicator Help

Iv-{x}ZEi.

2 W = 4 @ &

Back Reload  Home  Search  Metseape  Frint  Securty  Shep
[ | @7 Whats Relat=

b, 3 bindlogin. pl?87 246581 9754748L_d16_0-1

Bankruptcy . Adversary «  Ouery Reports = +  Logout

File a Plan

Case Number

| 9912345, 1:00-bk-12345 or 1-90-bk-12345

Next Clear

8 == Document: Done:

3 TRATNIN

Figure 3a

Enter the case number (See Figure 3b.)
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% TRAINING Database Area - Netscape

[BEE

BNE
b s BF ey bw =
I Bookmarks A Locaton| b ascout

=1 @3 What's Related

File a Plan

Case Number

03-oonss 99-12345, 1:99 bk 12345 or 1-99-bis- 12345

Next Clear

Figure3b

* Click [Next] to continue.

STEP 4 The following screen displays. (See Figure 4a.)

3% TRAINING Database Area - Netscape. =]
o relp
= @ B @

aEL_o6_01

Bankruptey

Adversary - Query

Reports
File a Plan

1:03-blk-00086 Wictor Secret

Amended DiSclnsure, Sratement
Amended Flan (13 ar 11)
Chapter 11 Plan

Chapter 12 Plan

Chapter 13 Plan

Chapter 9 Plan

Disclosure Staternent
Objection to C: of Plan

Mext Clear

L TRAINING

Figure4a

4 Select Objection to Confirmation of Plan. (See Figure 4b.)
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% TRAINING Database i

U < & A = a8 B &
Back  Fowad Reload  Home  Search Metscape  Prnt  Secuiy  Shop

H " Bookmarks . Location| s z 45L_516_01 ] @ what's Relate

File a Plan

1:03-blc-00086 Victor Secret

Figure4b
* Click [Next] to continue.
STEP 5: The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

I 4 2 il &
Back Feload _ Home  Seach Metscope  Pint  Secuity  Shop
outs.

File a Plan:
1:03-bk-00086 Victor Secret

I~ Feint filing with other attorneyte)

Next Clear

Figure5

* Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

* Click [Next] to continue.

WVN - Attorney Training Materials September 2003



CM/ECEF Attorney Training Material

Objection to Confirmation of Plan - Page 5

STEP 6:

OR

The Select the Party screen displays. (See Figure 6a.) All
participating parties in the case will appear on this list.

3 IHAINING Database Area - Netscape.
U{Qi‘a_’;‘iéd@.@iﬁ
7| wi Bookmarks . Location]| ,

Flle a Plan:
1:03-bl-N008E Victor Secret

Select the Party:

Add/Create New Party

i4 start [ ank

Figure 6a

Click to highlight the name of the party filing the objection if the
party appears.

Click [Next] to continue.

Select Add/Create New Party if the party you represent does not
appear on the Select the Party: screen.

On Search for a Party screen, enter the name of the party you
represent in the Last/Business Name field. (See Figure 6b.)

3% TRAINING Database Area - Netscape.
Flo Edt viow G

(= )[=)5<]
e o oy

utlities
Search for a party

ssN | TaxTId |
LastBusiness name |

Soarch | _Cloar

Figure6b
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g Then click Search.

2 Select name from list or Create new party. (See Figure 6c.)

#% TRAINING Database firea - Netscape

Fle Edt Yiew Go Communicator Help

I]iiaﬁ&d@@lfﬁ

Back Feload  Home  Search Metscape  Piint  Securty  Shop -

| Bookmarks s Locator:| b oot 391601 =] @7 whats Relats

Search for a party

ssw TaxId [
Last/Business name
Search Clear

Party search results
North American Gapital Gorporatian,

Select name from list Create new party

Figure 6¢

* Enter party if applicable and address of party.

2 Select role such as creditor or interested party. (See Figure
6d.)

L TRAINING Database Area - Netscape.

Fle Edt Yiew Go Communicator Help

If‘iaﬂéd&@:ﬁii

Back Felosd  Home  Seaich  MNelscape  Pint  Secuiy  Shep _

7| w7 Bookmaks A Locatior:|| b : 748L_a16_0-1 | @7 What's Relat=

Party Information
North American Capital Corporation  SSN:Uninown

Office Address 1 100 River Vista Drive
Address 2 Address 3

City [Buffale State [ Zip [25033
County - Country
Phone Fax
E-mail |
ProSe [no - Role [blank (blank:) -
Claimant (c:pty) ~
Party text |

Consultant {eonsult:pri)
Counter-Claimant (cc:pty)

Submit | Cancel | Clear Counter-Defendant (cd:pty)

Cred. Comm. Chair (cremch:pt

Creditor Committee (crom:pty)
Cross Defendant (crd:pty)
Cross-Claimant (crc:pty)
Debtor (db:pty)

Defendant (dit:pty)

Examiner (esx:pri)

Financial Advisor (fa:pr)
Interested Party (intp: pty)
Interpleader (:pty)

Intervenor (inv:pty)
Intervenar-Defendant (id: pty)
3 == Document: Done ‘"‘E"‘g””"m:‘:‘r‘ﬂﬁ (p:pty) A T e B
dp g

Liguidator (f
Nediator (m

Figure 6¢

WVN - Attorney Training Materials September 2003



CM/ECEF Attorney Training Material Objection to Confirmation of Plan - Page 7

L 2 Select Submit.

Select party you represent on Select the Party screen. (See
Figure 6d.)

¥% TRAINING Database Area - Netscape

H&*i w o b o
waf " Bockmarks a

35L_516_01 =] @ what's Related

- [=)X]

Bankruptcy

Adversary - query Reports - +  Logout
File n:

1.03-bk-00086 Victor Secret

Select the Party:
North American Capital
Secret, ictar [Debtor]
Uniited States Trustee, [U.5. Trustee]

Add/Create New Party

Mext Clear

“s start &

Figure 6d

* Click [Next] to continue.

Create attorney/party association. (See Figure 6e.)

¥% TRAINING Database Area - Netscape

[BEE
H = = =+ & G @

Feload  Home  Search Metscape  Prnt S

N
eeeee v Shop -
7| Bookmaks & Location:] s I

451_516_01 =1 @ Wwhats Related

Logout 2.

Query +  Reports
File a Plan:

1:03-bk-00086 Victor Secret

IThe following attomey/party associations do not exist for this case
Please checle which associations should be created for this case:

W [forth American Capital Corporation, (or.ct) 3

Formey3, testaty (atyl
Mext Clear
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* Click [Next] to continue.

STEP 7: The PDF DOCUMENT SELECTION screen displays. (See Figure
7a.)

H TRAINING Database Area - Netscape.

ok elo. ome: ch etscape rink ecurity 0P _
% i Bockmarks b Location wob-uscou 491601 = @ whats Related

File a Plan:
1.03-bk-00086 Wictor Secret

Select the pdf document (for example: C:A199ewS01-21.pdf)
Filename

[ Browse...

Attachments to Document: & Mo © Yes

Next Clear

Pt
g start [=a

Figure 7a

* To associate the imaged document with this entry, select the PDF
filename of the objection you are filing.

. Click [Browse]. In the File Upload screen change Files of
type: to All files(*.*) then navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click [Open] on the File Upload dialogue box.
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* The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box. (See Figure 7b.)

File a Plan:
1:03-bl-00086 Victor Secret

Select the pdf document (for example: C\199cv501-21.pdf)
Filename

[\ as_myEiles\Test Dacwment.pdf Browse... i

Attachments to Document: © Mo © Yes

Mext Clear

T ——
“J start [/ anitas

Figure7b

* The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

* Click [Next] to continue.

STEP 8: The Select the Appropriate Event(s) screen will display. (See
Figure 8a.)
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3% TRAINING Database Area - Netscape

Fle Edt Wiew Go Communicator Help

|_ <« ¥ A @ o = & B8 &
Back Relosd  Home  Seach MNetscape  Print  Secwiy  Shop
7w Bookmarks & Location: [hitps://eckrain wwnb uscourts. gov/ carbinogin pl?67 246581 9754748-L_316_0-1 | @7 whats Related

File a Plan:
1:03-bk-00086 Wictor Secret

Select the appropriate eveni(s) ta which your event relates:

W 07f31/2003 2 Chapter 13 Plan Filed by Victor Secret (Attorney2, Test)

Mext Clear

-binfDisplayMienu. plzReport: e S D 2
3L TRATNING n W ct 10 - [Hi....

g

Figure 8a

Select the plan to which you are objecting.

* Click [Next] to continue.

STEP 9: The Docket Text: Modify as Appropriate screen will display.

This screen will display a prefix box and a supplemental text box
to add more detail to the docket text. (See Figure 9a.)

Netscape

File Edt Vew Go Co

H - o S = @ @ &
Back Rebsd  flome  Seach MNetscspe  Pint  Secuiy  Shop
I Bookmaks & Locstion | areri scout: 5L 8601 =] @ whars Related

Bankruptey Adversary

Query -  Reports .+ Utilities

1.03-bl- 00086 Vivter Sevret

Docket Text: Modify as Appropriate.

~1 Objection to Confirmation of Plan Filed by North American Capital
Corporation (attorney3, testaty)

Next Clear

Y TRAINING Da

Figure 9a
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* Click the down arrow to display the prefix options. Select a
descriptive prefix, if it is appropriate.

L 2 If necessary, add detail to the final text.

* Click [Next] to continue.

STEP 10: The FINAL DOCKET TEXT screen appears. (See Figure 10.)

¥% TRAINING Database Area - Netscape

£ = : < & @
e R oA 2 S 2 2
i " Bookmarks J Location| [T 7asL_a16 01 <] @ whats Relaied

O
File a Plan:
1.03-bk-00086 Victor Secret

Docket Text: Final Text
Objection to Confirmation of Flan Filed hy North ican Capital ¢ i testaty)

Attention!! Submitting this sereen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

i | Clear

start [ ma pbox.. | MY TRAINIVG Database ... | WordPerfect 10~ [Hi.. &) 4237
Figure 10
* Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].
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*

NOTE:

STEP 11

*

*

If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.

The NOTICE OF ELECTRONIC FILING screen appears.

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document. (See Figure 11.)

The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.

To print a copy of this notice, click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu
bar and select Save Frame As.

Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,
a bullet appears next to the document number of the event on the
docket report. Clicking on this bullet will display a copy of this
notice.

When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

**NOTE TO PUBLIC ACCESS USERS***

You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.
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TRAINING Database Area - Netscape.

Fle Edi View o Communicator Help

FEEEEY Yy

Back Feoad  Home  Geaich Nelscape  Pint  Securty  Shop

" Bookmarks 7 Location: s /eck ain winh. uscouts goveeg-bindogin 7724658197547 48-L_316_01 | @) whats Related

File a Plan:
1:03-bk-00086 Victor Secret

U.S. Bankruptey Court

Northern District of West Virginia

MNotice of Electronic Filing

The following transaction was received from attorney3, testaty entered on %/15/2003 at 3:25 PM EDT and filed on 9/15/2003
Case Name: Victor Secret

Case Number: 1:03-bk-00086
Document Number: 3

Docket Text:
Objection to Confirmation of Flan Filed by North American Capital Corporation {attorney3, testaty)

The following document(s) are associated with this transaction

Document description:;dzin Document

Original filename: H'as_myfiles\Test Document. pelf

Electronic document Stamp:

[STAMP bleecfStamp_ID=088911880 [Date=0/15/2003] [FileNumber=10758-0] [
1539146559 ce3ec4dBedd680ef0d4595485: 71006 d34Mba39456 196780 11925646
2202a7 176057520301 TedBe 1 a4 ThEMbalB4L T03dad4a8074f8cdc0BDE2] |

1:03-bk-00086 Notice will be electronically mailed to:
5 =0= Docum

Figure1l
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Amended Plan

This process shows the steps and screens required for attorneys to file an
Amended Plan in a Chapter 13 proceeding. The same steps would be followed to file
an amended Chapter 11 Plan.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

3 TRAINING Database Area - Netscape [WENE3
Fie Edt Wew Go Commumicator Help
I. <« @ a 4 - % a 8 #
Back Feload  Home  Search Metscape Secuity  Shop
7| " Bookmaks i Location: [hitps://ec-tiain wvnb.uscouts. bin/login pl?8724668137647 8- _316_0-1 | €7 What's Related

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System

This message is contained in the file OperationNotice.htm.
You may use this file to alert users to current CMY/ECT operational issues.

This fuctlity is for Officied Court Business only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule of '«

Figurel

STEP 2 Click on the Plan hyperlink displayed on the BANKRUPTCY
EVENTS screen. (See Figure 2.)
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STEP 3

*

¥% TRAINING Database Area - Netscape =X

File Edit View Go Commuricater Help

Iv E{k & A & 2 = a8 B &

Seaich Metscaps  Prirt  Secuity  Shop

[ b usourt 3551601

Bankruptcy - Adversary - Query -  Reports

Bankruptcy Events

Answer/Response
Appeal

Claim Actions

Creditor Maintenance.
Tudge/Trustee Assignment
Idotions/Applications
Motices

Cpen a BE Case

Other

Flan

Y TRAINING

Figure 2

The CASE NUMBER screen displays. (See Figure 3a.)

¥t TRAINING Database Area - Netscape

Fle Edt View Go Communicator Help

Iv-{x}ZEi.

2 W = 4 @ &

Back Reload  Home  Search  Metseape  Frint  Securty  Shep
T

b, 3 bindlogin. pl?87 246581 9754748L_d16_0-1

| @7 Whats Relat=

Bankruptcy . Adversary «  Ouery Reports = +  Logout

File a Plan

Case Number

| 9912345, 1:00-bk-12345 or 1-90-bk-12345

Next Clear

8 == Document: Done:

3 TRATNIN

Figure 3a

Enter the case number (See Figure 3b.)
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$X TRAINING Database Area - Netscape

Edit View Go Communicator Help

H;ﬁﬁﬂ’&a:&@@fﬁ

ck  Fowad Rebad  Home  Seaich Metscape  Fint  Secuily  Shop

% wi# Bookmarks . Location: [itps:#/ect-train svnb uscourts.

PI7431 _a16_01

| @7 what's Related

aPlan

Case Number

03-000886 0013345, 1:99-bk- 12345 oz 1-09-bk 12345

Next Clear

Documert: Dane

“J start [

Figure3b
* Click [Next] to continue.

STEP 4 The following screen displays. (See Figure 4a.)

£ TRAINING Database Area - Netscape

File Edit View Go Communicator Help

|?E{§:a:aad@@:ﬁ

Reload  Home  Search Netscape  Print

3w Bookmake  Ji Location: [nitp s i binflogin pl2431 L_a16_01

| @17 what's Relatec

File a Plan

1:03-bk-00086 Victor Secret

Amended Disclosure Stalement
Amended Plan (13 ar 11)

Chapter 11 Plan

Chapter 12 Plan

Chapter 13 Plan

Chapter 9 Plan

Disclosure Statement

Objection to Confirmation of Plan

Mext Clear

== Document: Done

Figure4a

* Verify the case number and case name.
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L 2 If the case number and name do not match your document, click

the browser [Back] button to try again. You may use the browser

[Back] button at any time during this process to verify former
screens until the final submission.

Select Amended Plan (13 or 11). (See Figure 4b.)

3¢ TRAINING Database Area - Netscape

[B[E[E
Fle Edt View Go Communicator Help
Hiia_’ﬁaﬂ,d@@lfii
Back  Fomusrd  Relosd  Home G

sarch  MNetscape  Print  Seewrty  Shop
7| wa# Bookmarks A Location [htips:/7eckrain wyrb uscourts gov/c | @7 \what's Rielated

gibin/login. 7431 10769856201 8-1_316_0-1

File a Plan

1:03-bk-00086 Victor Secret

Amended Disclosure Statement
| Amended Plan (13 or 1)
Chapter 11 Plan
Chapter 12 Plan
Chapter 13 Plan
Chapter 9 Plan
Disclosure Statement
Objection to ¢ of Plan

et Clear

Figure4b

* Click [Next] to continue.

STEP 5: The Joint Filing With Other Attorneys screen displays. (See

Figure 5.)

#% TRAINING Database Area - Netscape

File a Plan:
1:03-bk-00086 Wictor Secret

I~ Joint filing with other attorney(s).

Mext Clear

3 TRAIMING Database

Figure5
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STEP 6:

*

Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

Click [Next] to continue.

The Select the Party screen displays. (See Figure 6a.) All
participating parties in the case will appear on this list.

3 TRAINING Database AreaMetscape

File Edt View Ge Communicator Help

File a Plan:
1.03-bk-00086 Victor Secret

Select the Party:

Tonh American Capital Corparation, |Grednon. | | Add/Create Mew Party
Socrat, Victor [Dob

United States Trustee, [U.S. Trustee]

Next Clear

Figure 6a

Click to highlight the name of the debtor(s). (See Figure 6b.)

Flle a Plan:
1:03-blk-00086 Victor Secret

AddiCreate Mew Party

5 TRAINING Dat: - B &) 44zPM

Figure6b
Click [Next] to continue.
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STEP 7: The PDF DOCUMENT SELECTION screen displays. (See Figure
7a.)
3 TRAINING Databasa Area - Netscape CE)X]
File Edit View Go Communicator Help
|3 4 3 » A & 8 8 ¥
Back Reload  Home  Seach MNelscape  Pint  Seculy  Shop
‘JD:“'!'Buukmarks i Location: hitps:#ect-rainwvnb uscoutts.gav/ cg-binvlogin pl?431107638562018L_916_0-1 | @7 whats Reloted

File a Plan:
1:03-bk-00086 Victor Sscret

Select the paf document (For example: CA1096w501-21 pdf)

Filename

[ Browse...

\Attachments to Document: & No ¢ Yes

Next|  Clear

& == Document; Done o N e
iy start [ Anika Swaton - Inbox... ¥ TRATNING Detsbass ... 5 i £10-[Hiwe Q/ 4144 P01

Figure 7a

* To associate the imaged document with this entry, select the PDF
filename of the objection you are filing.

. Click [Browse]. In the File Upload screen change Files of
type: to All files(*.*) then navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click [Open] on the File Upload dialogue box.
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* The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box. (See Figure 7b.)

¥ TRAINING Database Area - Netscape

Fle Edt ‘iew Go Communicator Help

[| £ ¢ 3 & - @ < a8 O @
| Back Relbad  Home  Seaich  Metscape  Print  Secuity  Shop
7| i Bookmarks A Location: [hitps: 7 ectrain wvnb. uscourts.gov cgbin/lngin p7431107898562018-L_516_0-1 ~| @7 whats Related

-
EECF [ro— « Adversary « Query =+ Reports -  Utlites +  Logout ”
File a Plan:
1073-ble-00086 Victor Secret

Select the pdf docurnent (For example: C4199cv301-21 pdf)
Filename

[f:\ae_mytiles\ Test Document.pds Browse... |

\Attachments to Document: © MNo ¢ Tes

Mext Clear

3 TRAINING

Figure7b

* The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to

Documents for more information.)

* Click [Next] to continue.

STEP 8: The following screen appears. (See Figure 8a.)

% TAINING Database Area - Netsoape

[BEES

pe Print Securit ity Shop _

caon | wirk. ei2az o604 ] @ whats Related

=
Logout 2
File a Plan:

1.03-bk-00086 Victor Secret

Seiccs the appropriate oveni(s) to wiich yeur cvent relates:

[ 07/31/2003 2_ Chapter 13 Plan Filed by Victor Secret (Attorney2, Test)

I~ 09/15/2003 3 Objection to Confirmation of Plan Filed by North American Capital Corporation
(attorney3, testaty)

Mext Clear

Figure 8a
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Select the Chapter 13 Plan. (See Figure 8b.)

% TRAINING Database Area - Netscape

Fle Edt View Go Communicator Help

Hiéa

D = = & @
Back Reload  Home  Search Metscape  Prnt  Secuity  Shop
7w Bookmaks  # Location: [hitps:/decktrain wwnb uscouts. bin/login pl?431 L_516_01 _~| @7 what's Rielate

File a Plan:
1.03-bk-00086 Victor Secret

\Select the appropriate eveni(s) to which your event relates:

7 § 07/31/2003 2 Chapter 13 Plan Filed by Victor Secret (Attorney2, Test)

™ 09/15/2003 3 Objection to Confirmation of Plan Filed by North American Capital Corporation

(attorey3, testaty)
Mext Clear

Figure8b

* Click [Next] to continue.

STEP 9: The Docket Text:

Modify as Appropriate screen will display.
This screen will allow additional text to be added if applicable.
(See Figure 9.)

F TRAINING Database Area - Netscape

File Edit View Go Communicator Help

[l £ = =3

& = = 4 @ &
Back Relbad  Home  Seaich Netscape  Prit  Secuily  Shop
% " Bookmarks . Location: [https:#/echtiain wynb.uscounts. gov/cai-bin/login pI2431107838562018-L_%16_0-1 | @37 what's Fielate:

Adversary

. . Reports
File a Plan:
1:.03-bk-00086 Victor Secret

Docket Text: Modify as Appropriate.

Amended Chapter 13 Plan Filed by Victor Secret (Attorney2, Test)

Mext Clear

Documert; Dane

Figure9

* Click [Next] to continue.
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STEP 10: The FINAL DOCKET TEXT screen appears. (See Figure 10.)
E“ing continue.
Figure 10

* Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

2 If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

NOTE: To abort or restart the transaction at any time up until the

final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.
STEP 11 The NOTICE OF ELECTRONIC FILING screen appears.

L 4 The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document. (See Figure 11.)

* The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.

* To print a copy of this notice, click the browser [Print] icon.
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* To save a copy of this notice, click [File] on the browser menu
bar and select Save Frame As.

* Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,
a bullet appears next to the document number of the event on the
docket report. Clicking on this bullet will display a copy of this
notice.

* When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

**NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first

3% TRAINING Database Area - Netscape E)E]
File Edit Wiew Go Communicator Help
[| £ # 3 a4 = = a 8 @&
Back Feload  Home  Search  Metscape  Print Secuity  Shop
7| Bookmarks A Location: [htps:¢7ect-trainwynb.uscourts. gov g bin/login pl?43110785856201-L_516_0-1 | @ what's Related

File a Plan: L
1.03-bk-00086 Victer Secret

T.S. Bankruptcy Court
Northern District of West Virginia
Motice of Electronic Filing
The following transaction was received from Attorney2, Test entered on %16/2003 at 3:54 PM EDT and filed on 3/16/2003
Case Name: Wictor Secret

Case Number: 1.03-bk-00086
Document Number: 4

Docket Text:
\Amended Chapter 13 Plan Filed by Victor Secret (Attorney2, Test)

The Following d (s) are 1 with this tr

Document description:Main Document

Original filename: H\as_myfiles\Test Document.pdf

Electronic document Stamp:

[STAMP blecfStamp_ID=988911880 [Date=9/16/2003] [FileMumber=10867-0] [
35200a3fc08a2864baa76f06938671955e38c7edc6100c39701 2a3eaftb839b4acall
ald15006a58bbecB52ebead 7656601043527 104127 14cac 1dcdas2bati]]

1:03-hk-00086 Notice will be electronically mailed to: ~
3 |—0— D e B

% TRAINING Datsbass ... | % ¥

Figure1l

WVN - Attorney Training Materials September 2003



CM/ECEF Attorney Training Material Disclosure Statement - Page 1

Disclosure Statement

This process shows the steps and screens required for attorneys to file a
Disclosure Statement in a Chapter 11 proceeding.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

= TRAINING Database Area - Netscape. [BEE3
File Edit Wiew Go Communicator Help
H <« & a 4 a % 8 B8 @
Back Reload  Home  Search Metscape Secuity  Shop
ourts. | €7 What's Related

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System

This message is contained in the file OperationNotice.htm.
You may use this file to alert users to current CMY/ECT operational issues.

This fuctlity is for Officied Court Business only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule of '«
o one: -3

Figurel

STEP 2 Click on the Plan hyperlink displayed on the BANKRUPTCY
EVENTS screen. (See Figure 2.)
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STEP 3

*

¥% TRAINING Database Area - Netscape =X

File Edit View Go Commuricater Help

Iv E{k & A & 2 = a8 B &

Seaich Metscaps  Prirt  Secuity  Shop

[ b usourt 3551601

Bankruptcy - Adversary - Query -  Reports

Bankruptcy Events

Answer/Response
Appeal

Claim Actions

Creditor Maintenance.
Tudge/Trustee Assignment
Idotions/Applications
Motices

Cpen a BE Case

Other

Flan

Y TRAINING

Figure 2

The CASE NUMBER screen displays. (See Figure 3a.)

¥t TRAINING Database Area - Netscape

Fle Edt View Go Communicator Help

Iv-{x}ZEi.

2 W = 4 @ &

Back Reload  Home  Search  Metseape  Frint  Securty  Shep
T

b, 3 bindlogin. pl?87 246581 9754748L_d16_0-1

| @7 Whats Relat=

Bankruptcy . Adversary «  Ouery Reports = +  Logout

File a Plan

Case Number

| 9912345, 1:00-bk-12345 or 1-90-bk-12345

Next Clear

8 == Document: Done:

3 TRATNIN

Figure 3a

Enter the case number (See Figure 3b.)
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H [ a4 e = @& @ @
7| w4# Bookmarks & Location:| b, i —a16_041 | @7 \what's Related

File a Plan

Case Number

[p3-00385]  05.12345, 199-bk-12345 or 1-99-61 12345

Next Clear

Figure3b

* Click [Next] to continue.

STEP 4 The following screen displays. (See Figure 4a.)

BEE
| £ 2 3 & = @ = 5 8 &
I Bookmarks A Location: s i a6 =] @ whats Rielated

File a Plan

1:03-bk-00153 Anyone's Airline

ey

Dieclngure. Stal
Amended Plan (13 or 1)
Chapter 11 Plan

Objection to & ion of Plan

Mext Clear

ent: Done
i start | G o . IRAINING

Figure4a

4 Select Disclosure Statement. (See Figure 4b.)
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3% TRAINING Database Area - Netscape.

Ol
File a Plan

1.03-bk-00153 Anyone's Airline

et Disclosure Statement
jed Plan (13 or 11)
1 Plan

Figure4b
* Click [Next] to continue.
STEP 5: The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

3 TRAINING Database irea - Netscape

File EdE View Ga Communicator Help

2 % 3 8 =2 = & @ @
Back Reload  Home  Seaich Nelscape  Prnt  Secuity  Shop
7| 7 Bookmaiks i Location: [k wnb. : _916_01 | @7 What's Related

File a Plan:

103-bk-00153 Anyone's Airline

I™ Toint filing with other attorney(s).

Mext Clear

Y TRAINING Datzbase ... | Wi

Figure5

* Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

* Click [Next] to continue.
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STEP 6: The Select the Party screen displays. (See Figure 6a.) All
participating parties in the case will appear on this list.

3% TRAINING Database Area - Netscape
Fle Edt View Go Communicator Help

H{ﬂ.éf\aﬁao,d@@lfﬁ

Back Feload  Home  Seach Melscape it Secuity  Shop

I " Bookmarks A Location: [htips:/ fec-train munb.uscourts. gov/carbin/login pI7605484064637035-L_a16_0-1 | @7 what's Related

Bankruptey - Adversary -  Query - Reports - - Logout

1:03-bk-00153 Anyone's Airline

Select the Party:

Anyone's Airline, [Debtor] Add/Create Wew Party
United States Trustee, [U.S. Trustee]

Mext Clear

& == Pocurent: Done g 4B @ 2

“J start i — 7 TRAINING Dt

Figure 6a
4 Click to highlight the name of the debtor(s). (See Figure 6b.)

3% TRAINING Database Area - Netscape

Bankruptcy . Adversary - Query - Reports - - Logout

File a Plan:
1.03-bk-00153 Anyone's Airline

Select the Party:
Debtor AddiCreate New Party

ne's Airline

Any o )ebio)
United States Trustee, [U.S. Trustee]

Next Clear

Figure6b

* Click [Next] to continue.
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STEP 7: The PDF DOCUMENT SELECTION screen displays. (See Figure

Hd; ey a < a 6 @
Back Fieload Home Search  Metscape Print Securi ity Shop
L

E| i Bookmarks i Location: [t i UscoLts. bin L_916_01 ~] @7 whats Related

File a Plan:

1:03-bk-00153 Anyone's Airline

Select the pdf document (for example: C:\199cu501-21.pdf)
Filename

i Browse...

‘Attachments to Document: = No ¢ Yes

Mext Clear

Figure 7a

* To associate the imaged document with this entry, select the PDF
filename of the objection you are filing.

. Click [Browse]. In the File Upload screen change Files of
type: to All files(*.*) then navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the

correct file, click [Open] on the File Upload dialogue box.

2 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box. (See Figure 7b.)
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File a Plan:
1:03-bl-00153 Anyone's Airline

Select the pdf document (for example: C\199cv501-21.pdf)
Filename

[+~ a=_my=i1esy Tast Dosument . pat

\Attachments to Document: = No © Yes

Next Clear

Figure7b

The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to

indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

Click [Next] to continue.

The Docket Text: Modify as Appropriate screen will display.

This screen will allow additional text to be added if applicable.
(See Figure 8a.)

3 TRAINING Database Area - Netscape

Fle Edt view Go Communicator Help

H < » @ = a @ &
Back e Mo Sooeh Motemo Bl Gowry | G
7 i Bookmaks b Locaion] o oot s16.01 ] @ what's Reted

File a Plan:

1:03-bk-00153 Anyone's Airline

Docket Text: Modify as Appropriate.

Disclosure Statement | Filed by Anyone's Airline (Attorney2, Testy

Mext Clear

Figure 8a
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* Click [Next] to continue.

STEP 9: The FINAL DOCKET TEXT screen appears. (See Figure 9.)
3 TRAINING Database Area - Netscape E]E
H Bﬁ Q; R::\?;d r{u&me Sﬁh esae ;;‘: s‘.e%ny %; ii
Jﬁtvﬁunkmavkx i Locetion: [ https:/ 7ecttrain s uscourts gov/ cgibin/login pl?6054B4064637095-L_316_0-1 j@'wmrsﬂeg
File a Plan:
1:.03-bk-00153 Anyone's Arline
DI;:::I‘:,::: ;::elni::t Filed by Anyone's Airline (Attorney2, Test)
Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

Figure9

* Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

* If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

NOTE: To abort or restart the transaction at any time up until the

final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.
STEP 10

The NOTICE OF ELECTRONIC FILING screen appears.
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L 2 The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’'s database. It certifies that
this is now an official court document. (See Figure 10.)

2 The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.

2 To print a copy of this notice, click the browser [Print] icon.

2 To save a copy of this notice, click [File] on the browser menu
bar and select Save Frame As.

4 Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,
a bullet appears next to the document number of the event on the
docket report. Clicking on this bullet will display a copy of this

notice.

4 When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

**NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.
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TRAINING Database Area - Netscape.
Fle Edt View Go Commuricator Help

(2538 a 388 U

Reload  Home  Seach Netscape Pint  Secuiy  Shop

" Bockmarks . Location: [hitps: //ecHrain wnb.uscourts.gov/caibindogin pI7605484064637095-L_916_0-1 o] @ What's Related

Fi g
1:03-bk-00153 Anyone's Airline

U.S. Bankruptey Court
Northern District of West Virginia
Motice of Electronic Filing

The following transaction was received from Attorney2, Test entered on #16/2003 at 1:46 PM EDT and filed on 9/16/2003
Case Name: Anyone's Airline

Case Number: 103-bk-00153

Document Number: 2

Docket Text:
[Disclosure Statement Filed by Anyone's Aifline (Attorney?, Test)

IThe following docurnent(s) are assosiated with this transaction:

[Document description:1ain Document

Original filename: H!\as_myfiles\Test Document. pdf

[Electronic document Stamp:

[STAMP blecfStamp_ID=588911880 [Date=0/16/2003] [FileMNumber=10856-0] [
ab4f00bBedDabe 7ob44 3056 To0 173623247089 0fb aladadaB 7H2dd7F1 7110d344b 1
¢ 11a08cat97 2c 2050 c 3b9EBeas2 90E3H 263847 268068 ToET0aE]]

1:03-hk-00153 Notice will be electronically mailed to: v
8 =b- Document: Done Ty AP [E sE

Figure 10

WVN - Attorney Training Materials September 2003



CM/ECEF Attorney Training Material Amended Disclosure Statement - Page 1

Amended
Disclosure Statement

This process shows the steps and screens required for attorneys to file an
Amended Disclosure Statement in a Chapter 11 proceeding.

STEP 1

STEP 2

Click the Bankruptcy hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

3 TRAINING Database Area - Netscape [WENE3
Fie Edt View Go Commuricator Help
[ = & 2 % a B @
Back Reload  Home  Seach HMetscape Secuity  Shop
7| " Bookmaks i Location: [hitps://ec-tiain wvnb.uscouts. bin/login pl?8724668137647 8- _316_0-1 | €7 What's Related

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System

This message is contained in the file OperationNotice.htm.
You may use this file to alert users to current CMY/ECT operational issues.

This fuctlity is for Officied Court Business only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule of '«

Figurel

Click on the Plan hyperlink displayed on the BANKRUPTCY
EVENTS screen. (See Figure 2.)
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STEP 3

*

¥% TRAINING Database Area - Netscape =X

File Edit View Go Commuricater Help

Iv E{k & A & 2 = a8 B &

Seaich Metscaps  Prirt  Secuity  Shop

[ b usourt 3551601

Bankruptcy - Adversary - Query -  Reports

Bankruptcy Events

Answer/Response
Appeal

Claim Actions

Creditor Maintenance.
Tudge/Trustee Assignment
Idotions/Applications
Motices

Cpen a BE Case

Other

Flan

Y TRAINING

Figure 2

The CASE NUMBER screen displays. (See Figure 3a.)

¥t TRAINING Database Area - Netscape

Fle Edt View Go Communicator Help

Iv-{x}ZEi.

2 W = 4 @ &

Back Reload  Home  Search  Metseape  Frint  Securty  Shep
T

b, 3 bindlogin. pl?87 246581 9754748L_d16_0-1

| @7 Whats Relat=

Bankruptcy . Adversary «  Ouery Reports = +  Logout

File a Plan

Case Number

| 9912345, 1:00-bk-12345 or 1-90-bk-12345

Next Clear

8 == Document: Done:

3 TRATNIN

Figure 3a

Enter the case number (See Figure 3b.)
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Ht TRAINING Database Area - Netscape

Fle Edit Yiew Go Commuricator Help

[| £ # 3 & = s a8 8 &

i Back FRieload Home: Search  Netscape  Print Secuity  Shop

7 Booknatks i Location: [htps://ect train werbussaurts govl ogi bindlogin pIP6450D4952665635 L_916_01

| @7 whats Related

File a Plan

Case Number

03-00153| 09-12345, 1:99-bk-12345 or 1-99-bk-12345

Mext Clear

3 =b= Document: Dane o I (= S
ijstart [ @ 3 !

Figure3b
* Click [Next] to continue.

STEP 4 The following screen displays. (See Figure 4a.)

TRAINING Database Area - Netscape.

File Edt Yiew Go Communicator Hefp

‘ €« ¥ 3 4 = = 4 @ @
Back Reload  Home  Search Netscape  Pint  Seouity  Shop
ookmarks L | Jectt b.useout bin/login. pI7645004392865835 L _916_0-1 _~| @7 what's Felaied

File a Plan

1.03-bk-00153 Anyone's Airline

mended Distlos e Statement
Amended Plan (13 or 11)
Chapter 11 Plan

Chapter 12 Plan

Chapter 13 Plan

Chapter 3 Plan

Disclosure Statement

Objection to Confirmation of Plan

Next Clear

Figure4a
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*

*

STEP 5:

Verify the case number and case name.

If the case number and name do not match your document, click
the browser [Back] button to try again. You may use the browser

[Back] button at any time during this process to verify former
screens until the final submission.

Select Amended Disclosure Statement. (See Figure 4b.)

Figure4b

Click [Next] to continue.

The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

S TRAINING Database Area - Netscape

File a Plan:
1.03-bk-00153 Anyonr's Ailine

I Toint filing with other attorney(s)

Next] cloar

Figure5
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* Click in the Joint filing with other attorney(s) box only if this is a

joint filing to add any additional attorneys.

* Click [Next] to continue.

The Select the Party screen displays. (See Figure 6a.) All
participating parties in the case will appear on this list.

File a Plan:

103-bk-00153 Anyone's Airline

Select the Party:

Anvones Airine, [Debiarn

#dd/Create New Party
United States Trustee, [U.5. Trustee]

Next Clear

F{ TRAINING Database ..

Figure 6a

2 Click to highlight the name of the debtor(s). (See Figure 6b.)

L TRAINING Database Area - Netscape

File Edt View Go Communicator Help

H L 1 = a4 B
Back Reload  Home  Seach Metscape  Frint  Secuiy  Shop
7 w7 Bookmaiks i Location: [hup: wrb, t: _a16_01 | @7 What's Related

Bankruptcy

Adversary +  Query

Reports  »  utiities .+ Logout
File a Plan:

1:03-bk-00153 Anyone's Adrline

Select the Party:

Add/Create Mew Party

L TRAINING Database .

Figure6b
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* Click [Next] to continue.
STEP 7: The PDF DOCUMENT SELECTION screen displays. (See Figure
7a.)

% TRAINING Databa

File a Plan:
1:03-bk-00153 Anyone's Airline

Select the pdf document (for example: CA199cw501-21.pdf)

Filename

[ Browse...

Attachments to Document: * No ¢ Yes

Next Clear

[ % wordperfect 10 - [H:... 37 TRAINING Database ..

Figure 7a

* To associate the imaged document with this entry, select the PDF
filename of the objection you are filing.

. Click [Browse]. In the File Upload screen change Files of
type: to All files(*.*) then navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click [Open] on the File Upload dialogue box.
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* The PDF DOCUMENT SELECTION screen appears with the path

and PDF document in the Filename box. (See Figure 7b.)

#Z TRAINING Database Area - Netscape

File Edt Yiew G0 Communicator Help

I €« @ A 4 = = &8 @ &
Back Reload  Home  Search  Metscape  Prnt  Secwity  Shop

7| w7 Bookmarks i Location: [hitps:/feciain wynb. uscourts. gov/coibin login pl7645004332865635-L_a16_0-1 | @7 what's Releted

File a Plan:

1.03-bk-00153 Anyone's Airline

Select the pdf document (For example; CA199¢v501-21.pdf).
Filename

[H:\as_myriles\Tesc Documenc.par Browse...

\Attachments to Document: & Mo  Tes

Mext Clear

R | M ) I

3 TRAINING Database ..,

Figure7b

The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to

indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

* Click [Next] to continue.

STEP 8: The following screen appears. (See Figure 8a.)
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* Click Refer to existing event(s)?

* Click [Next] to continue.

STEP 9: The Select the category to which your event relates screen

displays. (See Figure 9a.)

3% TRAINING Database Area - Netscape:

Fle Edt Yiew Go Communicator Help

Hii\a:&a«,d@@m
Back Reload Home Search  Metscape Print

7w Bookmarks i L [ b uscouts, bin/

PI7645004992865835.L_916_0-1 =] @3 what Relate

File a Plan:

1.03-bk-00152 Anyone's Airline

\Sedect the category i which your event relates.

claims A
cmp

court
crditerd
misc
motion
notice
order

plan
trustee v

Next Clear

=b= Document: Done

Sk Vdn 2P ER) 2

&) 14360

Figure 9a

* Click on plan (See Figure 9b.)

3 TRAINING Database frea - Netscape.

= =]
File Edt View Go Commuricator Help
[ £ 5 3 & -~ @ < 38 8 @
Back Feload  Home  Search Metscape  Prit  Secury  Shop
7| " Bookmarks A Location: [nttps:/7 ech-train. wnb.uscourts. gov/ ogirbindlogin pl?645004982665835-L_516_0-1 | @7 whars Related

Query . Reports Logout
File a Plan:

1:03-bk-00153 Anyone's Airline

I” Refer to existing event(s)?

Next Clear

B2 TRAINING

Figure 8a
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H5 TRAINING Database Area - Netscape.

File Edit %iew Go Communicator Help
U < ¥ A B = = & 8 &
Back Reload Home

Seach Netscape  Print  Secuity  Shop
7w T Bockmatks b Location: [Fitps://eckiain wonb uscourts. gov/cabindogin pl7645004332865835-L_316_0-1

SECF
o Bankruptey

File a Plan:
102-bk-00153 Anyone's Airline

Adversary

Query «  Reports

Select the category to which your event relates.

claims  ~
cmp
court
crditerd
mise
motion
natice
order

trustee

Mext Clear

Document; Dane

R e Y
3 TRAINING Database ...

o [ Wordperfect 10~ ., &) e
Figure 9b
* Click [Next] to continue.

STEP 10: The Select the appropriate event(s) to which your event

relates screen appears. (See Figure 10.)

Netscape
Help

H < 2 A 4 = < @B B @
i Back Reload Home Search  MNetscape Print Security Shop
J waf” Bockmarks & Location] Ty

_516_01 | @7 what's Related

Bankruptcy Adversary e Query =«  Reports
File n:

Logout

1.03-bk-00153 Anyone's Airline

Seloct the appropriate event(s) to which your event relates:

[ 09/16/2003 2 Disclosure Statement Filed by Anyone's Airtine (Attorney2, Test)

Next Clear

B TRANING

Figure 10

g Disclosure Statement should remain selected.

* Click [Next] to continue.
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The Docket Text: Modify as Appropriate screen will display.

This screen will allow additional text to be added if applicable.
(See Figure 11a.)

Click on the down arrow to select prefix if applicable. (See
Figure 11b.)

#% TRAINING Database firea - Netscape

@

Bankruptcy

Adversary Query . Reports
File a Plan:

1:03-bk-00153 Anyone's Airline

utilities Logout

Docket Text: Modify as Appropriate.

~| Amended Disclosure Statement Filed by Anyone's Airline
| ———l
Agreed
Alias
Emergency
|Ex Parte
Expedited
Fifth
Final

Opposition
Proposed
Sealed
Secand
Sinth

* wordPerfect 10 - [Hi..,

¥¥ TRAINING Database ...

Figure 11b

Click [Next] to continue.

The FINAL DOCKET TEXT screen appears.

(See Figure 12.)

E=15]
H < ¥ E = & B @
Back Feload  FHome  Seach Melscape  Pirt  Secuity  Shop
3 ~ Bookmarks . Location| e, T o160 =] @37 what's Related
nkruptc: . . uer: c
File a Plan:

1.03-bk-00153 Auyo

nae's Airlie

Docket Text: Madify as Appropriate.

[N ~| Amended Disclosure Statement Filed by Anyone's Airline
(Attorney2, Test)

Next Clear

WVN - Attorney Training Materials
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FZ TRAINING Database Arca - Netscape =]
File Edit Wiew Go Communicator Help
[l & & &4 = = a 1
Back Reload  Hore Search  Metscap: Print Securty  Shop
7| i " Bookmarks & Locatior: [hitp wwnb. s bin/l L_a16_01 ~| P What's Related
O
File a Plan:
1.03-bk-00153 Anyone's Airline
Docket Text: Final Text
Amended Disclosure Statement Filed by Anyone's Airline (Attorney2, Test)
Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.
(Next Clear

3 TRAINING Database ...

Figure 12
* Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].
4 If any part of it is incorrect, click the browser [Back] button to

return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

NOTE: To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.

STEP 13 The NOTICE OF ELECTRONIC FILING screen appears.

L 4 The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document. (See Figure 13.)

* The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.

* To print a copy of this notice, click the browser [Print] icon.
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*

*

To save a copy of this notice, click [File] on the browser menu
bar and select Save Frame As.

Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,
a bullet appears next to the document number of the event on the
docket report. Clicking on this bullet will display a copy of this
notice.

When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

***NOTE TO PUBLIC ACCESS USERS***

You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.

3L TRAINING Database Area - Netscape

File Edit View Go Communicater Help

[ £ & 3 & = = 8 @
ro B it b sichy e
7| Bookmarks g Locatior:| v i G601 <] @ Whats Related

File a Plan:

1:03-bk-00153 Anyone's Airline

U.S. Bankruptcy Court
Northern District of West Virginia
Motice of Electronic Filing
The following wansaction was received from Attorney2, Test entered on 9/19/2003 at 3:54 PM EDT and filed on 9/19/2003
Case Name: Anyone's Airline
Case Number: 1.03-blc-00153

Document Number: 3

[Docket Text:
| mended Disclosure Statement Filed by Anyone's Airline (Attorney2, Test)

The following s) are with this
[Document description:1ain Document

Original file; H\as_myfiles\Test Document.pdf
[Electronic d nt Stamp:

[STADMP blecfStamp_ID=988911880 [Date=5/19/2003] [Filelumber=10995-0] [
0507d47 109956620 18f6bBa666:2877a06 127605795 de 585 TdbAIS i Teale Taf5b9
712475570d0c63c32e Sdabi3e 065 9 T0fabe 725484 1 3ea6bc9e384b5]]

1:03-bl-00153 Notice will be electronically mailed to: ~
& == Done

© 4 start | & - Inbox... WordPerfect 10 - [Hi.. L TRAINING Database ...

Figure 13
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Single-Part

Motions/Applications

This process will demonstrate the steps to file a motion in the CM/ECF system. The example
shows the electronic filing of a motion that requests only one type of relief (relief from stay). The same
steps would be followed for other types of single-relief motions and applications. See also: Multi-
Part Motions/Applications for guidance on filing a document with more than one relief such as motion for
relief from stay and for adequate protection.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu Bar. (See Figure 1.)

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System

This message is in the file O i i

Figurel

This fucilizy is for Official Courr B
EIRS

T, =
Vou may use this file to alert users to current CMYECT operational issues. 7%

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

WVN - Attorney Training Materials

September 2003



WVN - Attorney Training Materials Single-Part Motion - Page 2

Repurts

Figure 2

* Click the Motions/Applications hyperlink.

STEP 3 The CASE NUMBER screen displays. (See Figure 3a.)

¥ TRAINING Database Area - Netscape Q@@

Fie Edt View Go Commumicator Help

@« 2 A & = < a @ @
Back Reload  Home  Seach Netscape  Fint  Secuily  Shop
7| i Bookmarks & Location: [hiip: wvnb.uscourts bindlogin. pl?667340611423327-L_916_0-1 ~| @7 what's Related

Bankruptcy . Adversary + Query + Reports

Case Number

[ 0017345, 1906k 17345 0r 1.09- bk 12345

Mext Clear

T
A =|E3C

=

= e B

@) 11438

Figure 3a

2 Enter the case number. (See Figure 3b.)
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ECF/PACER Login

File a Motion

Cumy

=
T2 start

Figure3b
2 Click [Next] to continue.
STEP 4 The File a Motion screen displays. (See Figure 4a.)

2:03-blk-00085 Richard & Corley and Christa B Corle:

Rhandon B
Accounting =
Adequate Protection L
Administrative Expenses
Allow Claims
Allow Payment Arrearages
Amend
Amended Application v
Next Clear

Figure4a
2 Verify the case name and case number that are displayed.

2 If the case name and number are incorrect, click the
browser [Back] button to re-enter the case number.

2 If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again.
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* Using the up and down arrows to the right of the box, scroll the
options to highlight the type of document being filed. In this
lesson, select Relief from Stay. (See Figure 4b)

NOTE: You may also type the first letter of a relief (in this case
‘R’) to immediately move to the list of reliefs that begin with a
particular letter.

Figure4b
* Click [Next] to continue.

STEP 5 The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

3 TRAINING Dathase Ares - Netscane

ntiities

File a Motion:
03-b1-00085 Richard A Corley and Christa K. Corle

e )

Next Clear

S TRAININ

Figure5
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*

STEP 6

If this filing is joint with another attorney, click to place a check in
the Joint Filing box. If this is not a joint filing, no action is
required.

Click [Next] to continue.

The Select the Party screen displays. (See Figure 6a.)

DEX x|

utliities:

File a Motion:
Ak 00085 Fichard A Corley and Chnista B, Corle

Select the Party:
Add/Create Wew Parly

== Do
“4 start Y TRAIN

Figure 6a

Click the down arrow to scroll the Select the Party box to locate
the party filer (whom you are representing).

Click to highlight and select the party for which the document is
filed. (See Figure 6b.)

Then click [Next].

5 TRAINING Datobase Area - Hetscape

(5
File a Motion:
2:03-bk-00005 Richard A. Corley and Christa R, Corle:

Select the Party:

Add/Create Mew Party

Figure 6

WVN - Attorney Training Materials September 2003



WVN - Attorney Training Materials Single-Part Motion - Page 6

* If the party filer does not appear in the Select the Party box,

Click on Add/Create New Party.

2 The Search for a Party screen displays. (See Figure

6¢c.)

e iy Py e—

Search for a party

ssN |
Last/Business name

Search | _Glser

& 4d0pm

Figure 6¢

On Search for a Party screen, enter the name of the party you
represent in the Last/Business Name field. (See Figure 6d.)

Rel
" Bockmarks Lo

£ 2.2 228
[ wnbuscout:

=] @ What's Relat=d

Search for a party

SSW |

wt
E—

ess name [One Valley Bank

~ sta,

Figure 6d

g Then click Search.

* If the name of the party you are representing is not

contained in the court’s database for this case, you will

WVN - Attorney Training Materials September 2003
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receive the following message: No person found. Select
Create new party. (See Figure 6e.)

3£ TRAINING Database Area - Netscape
File Edit View Go Communicator Help

4« ¥ A 4 . Ww = A 8 @
Back  Fowad FReload  Home  Seach Nefscaps Pt Secuity  Shop
| @ What's Riclated

5w "Bookmarks i Location: [hitps:/Ject-usin wunb uscouts gov/cgrbindlagin pl?2300202061 93555-_416_0-1

EE F Bankruptey +  Adversary - Query - Reports - Utiities - Logout
Search for a party

SSN | TaxId |

Last/Business name

Search | Clear

Party search results

No person found.

Create new party

T
Lo |z | «

=

= = Y

Figure 6e

* Complete the Party Information screen. The party’s
name will be displayed. Enter address by using Address
1, Address 2 and Address 3 fields and City, State and Zip
fields. The Pro Se field should remain No as you are
filing the motion on behalf of the creditor.

2 Select Creditor (cr:cr) as Role type.

(See Figure 6f.)

=B=
‘s start T o

Figure6
g Then click Submit.
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*

3% TRAINING Database Area - Netscape.

| i Bookmeks & Loca
"

The Select the Party screen will display. Select the
creditor you added. (See Figure 6g.)

Then click [Next].

2

L3601

Feload  Home  Search Nefscape  Pint  Secur Shop

tiore
I

File a Motion:
2:03-bk-00085 Richard A. Corley and Christa R. Corles

Select the Party:
Add/Create New Party

=00

=

5 TRAINING Database

*

The Attorney/Party Association screen will display.
Create your association with this party by clicking in the
box. (See Figure 6h.)

Then click [Next].

utliities:

File a Motion:
2:03-bk-00085 Richard A Corley and Christa B Corle

The following attomeyfparty associations do not exist for this case.
check s chould be created for this case

Dleace which associal

I~ Cne Valley Bank, (crer) repres

Moxt| e

ented by attarney?, testaty (aty)

3 TRAINING Database ..

Figure 6h
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STEP 7

can

when

The Select the pdf document screen displays. (See Figure 7a.)

corch  Netscape
b, ts bin/loginpI?667340611423327.L_916_0-1 ~| @17 What's Related

+  Logout

Miscellaneous:
2:03-bk-00085 Richard A. Corley and Christa R. Corle:

Select the pdf document (for example: CA199cv501-21.pdf)

Filename

[ Browse...

\Attachments to Document: & INo ¢ Yes

| e |

T
Ll«lol» |«

=

Figure 7a

i e oP Em 2

@ 0=
¥ start e

Click [Browse], then navigate to the directory where the PDF file
is located. Double-click the PDF file to select it.

In the File Upload screen, change Files of type: to All Files(*.*).
NOTE: If you wish to view the image before selecting to be sure
you have chosen the correct file, before double-clicking, first
right click on the highlighted filename and click on open. You
view the image in Adobe Acrobat, then close Adobe Acrobat
you have finished viewing the image.

(See Figure 7b.)

The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to

indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)
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Miscellaneous:
2.03-bk-00085 Rivlund 4. Corley and Christa R, Corle

Select the pdf document (for cxample: CA195cw501-21 pdf)

Figure7b

* Click [Next] to continue.

STEP 8 (See Figure 8.)

* Enter y or n on this screen if a Certificate of Service is being
filed with the motion.

* Click [Next] to continue.

File a Motion:

2:03 ble 00085 Richard A Corley and Christa B. Corle:

With Certificate of Service? ¥ or n:[vl

Next Clear

Figure8

STEP 9 The Receipt # screen displays. (See Figure 9.)

g Enter CC for credit card.
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* Click [Next] to continue.

3 TRAINING Database Area - Netscape

Fle Edt View Go Communicator Help

4 . W o5 A @ @
Back. Fieload Home: Search  Netscape Print

7 i "Bookmarks A Location: [hitp: b s bi
g

login pl _a16_01

Bankruptey

Adversary - utilities
File a Motion:

Query

2:03-bk-00085 Richard & Corley and Christa B. Corler

Please Enter: A Receipt Number or CC for Credit Card or O for Other Payment.
Receipt #:|CC| Fee: §75

Next Clear

Lo le

=

% TRAINING Database

Figure9

STEP 10 The Docket Text: Modify as Appropriate screen displays. (See
Figure 10a.)

3% TRAINING Database Area - Netscape

Flo Edt viow Go Communicator Holp

2 ¥ A & = =

5| wa# " Bookmaiks & Locatior:] e T o A =] @ whars Related
T

= )
File a Motion:
2:02_bk-000! Richard & Torley and Chricta B. Corle

Docket Text: Modify as Appropriate.

=] Motion for Relief from Stay - Receipt Number CC, Fee Amount
$75. with Certificate of Service Filed by Une Valley Hank . (attorney3, testaty)

e Glear

¥ TRAIMING Database

4 You may insert additional text and/or add a prefix to your

docket entry. Click on the down arrow in the white box to
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select an appropriate prefix if applicable. (See Figure
10b.)

Flle a Motlon:
2:03-bk-0UUBS Richard A. Corley and Christa K. Corley

Docket Text: Modify as Appropriate.

~] Mutiun fur Relief frum Stay - Reveipt Number €€, Fer Amvunt,
NN ~ atc of Service Filed by One Valley Banl . (attorney3, tostaty)

* Click [Next] to continue.

STEP 11 The Docket Text: Final Text screen displays. (See Figure 11.)
This is your last opportunity to make corrections to your entry.

File a Motion:

2:03-bke-00085 Richard 4. Corley and Christa R, Corle:

Docket Text: Final Text

Motion for Relief from Stay. Receipt Number CC, Fee Amount $75. with Certificate of Service Filed by One Valley
Bank. (attorney3, testaty)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

Wext]  Clear

Figure1l

4 Verify the final docket text.
* If correct, click [Next] to continue.

4 If the final docket text is incorrect, you must click on your
Browser’s Back button to correct your entries.
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* To abort or restart the transaction, click on the Bankruptcy
hyperlink on the Menu Bar.

STEP 12 The Notice of Electronic Filing screen will display showing the
essential data for this filing. Scroll down to view the entire
receipt. (See Figures 12a and 12b.)

Fle Edit View Go Communicator Help
I €« £ A B - < &8 B8 @
i Back Reload  Home  Search Metscape  Pint  Secuity  Shop

7| w7 Bookmarks i Location | v, t ol _916_0-1 | @7 What's Relate

File a Motion: e

2:03-bk-00085 Richard A Corley and Christa R. Corle:

U.S. Bankruptey Court
Northern District of West Virginia
Motice of Electronic Filing
The following transaction was received from attorney3, testaty entered on 1042003 at $:48 AM EDT and filed on 9/10/2003
Case Name: Richard A. Corley and Christa R. Corley
Case Number: 2.03-bk-00085

Document Number: 9

Docket Text:
Motion for Relief from Stay. Receipt Iumber CC, Fee Amount $75. with Certificate of Service Filed by One Valley Bank. (attorney3, testaty)

The following d s) are with this

Document description:Main Document

Original filename:Hlas_myfiles\Test Document pdf

Electronic document Stamp:

[STAMP becfStamp_[D=588911880 [Date=09/10/2003] [FileMumber=10762-0] [
88 cfaPadd 565139 2044 ee3e2Ed05bTTb 150402 16439 1 ESeddEad 7940a8 47203003
748bbef19840729b T4ade 3620382494 14419763607 dade4 0e4bd50930]]

2:03-hk-00085 Natice will be electronically mailed to: v
5 o Document: Done. ik 9k &P £3) 2

&) w052 am

Figure 12a

3% TRAINING Database Area - Netscape [BEE
Fle Edi View Go Communicator Help
IZ <« % 3 D4 = < 8 8 @
Back Feload  Fome  Seach MNetscape  Print  Secuity  Shop
7w Bockmaks i Location [hitps:/ecttrain wenb useouts. gov/ carbin/login pl7150130622332058-L_816_0-1 | @7 whats Related

Document Number:

Docket Text:
Metion for Relief from Stay. Receipt Mumber CC, Fee Amount §75. with Certificate of Service Filed by One Valley Bank. (attorney3, testaty)

The following d sy arc 1 with this

Document deseription:Main Docurnent

Original filename: Ftas_rayfiles\Te st Docurment pdf

Electronic document Stamp:

[STAMP blecfStamp_TD=98%911880 [Date=9/10/2003] [FileNumber=10762-0] [
88efafad45f51392bfe44ee3e2fd05b77b 1504021435 1 H5ed difad 7940a8d72b3a03
748bbef19840729674ad90362938a4 941441976307 daded 0edbd60930]]

2:03-bk-00085 Notice will be electronically mailed to:
2:03-bk-00085 Notice will not be electronically mailed to:
Test Attorney2

Thomas H. Fluharty

408 Lee Avenue
Clarksburg, WV 26301

testaty attorney3
123 Aty Way
Wheelin g, WV 26003

[Dacument; Done

Figure 12b
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2 The notice will include the following information:

Who filed the document

Date and time

Case name

Case number

Document number

Original filename (pdf)

Electronic document stamp

Electronic mail recipients and manual notice lists

0000600
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Motion for
Compensation
For Attorneys

This process will demonstrate the steps to file a motion for compensation in the CM/ECF system.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu Bar. (See Figure 1.)

&

Bankruptey . Adversary - auery

Reports  +  utliitles

U.S. Bankruptcy Court
Noarthern District of West Virginia

Official Court Electronic Document Filing System

This message is
ay use this file to alert u:

file © i ice i
nt CIV/ECT operational is

only. Activity fo and From thi:

Figurel

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

Repurts

Creditor Maintenance.
Judge/Trustee Assionment
IdotionsiApplications

Opena BK Case

Figure 2
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*

Click the Motions/Applications hyperlink.

STEP 3 The CASE NUMBER screen displays. (See Figure 3a.)

STEP 4

& e e ape Pt Seounty  Shop
7| wa# " Bookmarks . Location: | bindloqin pI7667340611423327-L 916 0-1

Reports

Miscellaneous

Case Number

9013345, 100 bk 12345 or 1 00 bk 17345

[ B Ceey J

©4 start s r . &) 1145 A

Figure 3a

Enter the case number. (See Figure 3b.)

5 2
Back Reioad  Home  Seaich M.

5 € Rnckmaks i | onatior [Fiins esi i worh st

[ECF/PACER Login

File a Motion

e b

AR =] @) What's Related

Case Numbes

[ps-oooss 9812245, 1:90 bk 12345 or 1 59 bl 12345

Noxt| _Clear

Figureb

Click [Next] to continue.

The File a Motion screen displays. (See Figure 4a.)
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3% TRAINING Database Area - Netscape.
File Edt ¥iew Go Communicator Help

B{dﬂ’-‘i wm oS a8 8 @

fcload  Home  Seach MNelscape  Pink  Secuily  Shop

File a Motion

2:03-blk-00085 Richard & Corley and Christa B Corle:

Ebandan -~
Accounting = N
Adequate Protection

Administrative Expenses

Allow Claims

Allow Fayment Arrearages

Amend

Amended Application >

Next Clear

Figure4a
2 Verify the case name and case number that are displayed.

g If the case name and number are incorrect, click the
browser [Back] button to re-enter the case number.

* If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again.

* Using the up and down arrows to the right of the box,
scroll the options to highlight the type of document being
filed. In this lesson, select Compensation. (See Figure
4b)

NOTE: You may also type the first letter of a relief (in this case
‘C’) to immediately move to the list of reliefs that begin with a
particular letter.
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Y TRAINING Database Area - Netscape.

..... 8

File a Motion

| 2:03-blk-00085 Richard A Corley and Christa . Corle

Approve Settlement
Assumne/Reject
Avoid Lien

Borrow

Compensation of Principals

Mext Clear

IEEDE

= B . @ an ox.. | % rfect 10 - [H:.. % TRAINING Database . &) 11:17 am

Figure 4

* Click [Next] to continue.

STEP 5 The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

3 TRAINING Dathase Ares - Netscane

ntiities

File a Motion:
03-b1-00085 Richard A Corley and Christa K. Corle

e )

Next Clear

S TRATNI

Figure5

* If this filing is joint with another attorney, click to place a check in
the Joint Filing box. If this is not a joint filing, no action is
required.
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* Click [Next] to continue.

STEP 6 The Select the Party screen displays. (See Figure 6a.)

3 TRAINING Database Area - Netscape [BEE)E

k£ View 6o Communicator  Help

utliities:

File a Motion:
Ak 00085 Fichard A Corley and Chnista B, Corle

AddiCreate Wew Parly

fod
Ca
Uni

ani vl
Uinited States Trustes, [LLS. Trustee]

==
“d start

Figure 6a

2 Click the down arrow to scroll the Select the Party box to locate
the party filer (whom you are representing) IF YOU ARE
SEEKING COMPENSATION. If you are seeking compensation
for a party OTHER THAN WHOM YOU ARE REPRESENTING,
i.e., accountant, appraiser, consultant, you would select or add
the entity on this screen.

* Click to highlight and select the appropriate party as explained
above. (See Figure 6b.)

5 TRAINING Datobase Area - Hetscape

File a Motion:
2:03-bk-00005 Richard A. Corley and Christa R, Corle:

Select the Party:

Add/Create Mew Party

Figure6b
* Then click [Next].
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* If the party filer does not appear in the Select the Party box,
Click on Add/Create New Party.

2 The Search for a Party screen displays. (See Figure 6c.)

Rel
7| wa$ Bookmarks 4 Location:]| . Z 30601 ~| @5 whats Related
Ve

Search for a party
ssN | TaxId |

Last/Business name
Search | Clear

Figure 6¢

* On Search for a Party screen, enter the name of the party you
represent in the Last/Business Name field. (See Figure 6d.)

Search for a party
SSW | Tax1Id |

Last/Business name [one Valley Bank
Search | Clear

g Then click Search.

* If the name of the party you are representing is not
contained in the court’s database for this case, you will
receive the following message: No person found. Select
Create new party. (See Figure 6e.)
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3£ TRAINING Database Area - Netscape
File Edit View Go Communicator Help

eeeee

uuuuu eloax cope o
iy | @ What's Riclated

Reports - Utilities - Logout

Bankruptcy . Adversary - Query -

Search for a party
SSN | TaxId |

Last/Business name
Search | Clear

Party search results

No person found.

Create new party

T
Lo |z | «

=

&, wiaen

* Complete the Party Information screen. The party’s
name will be displayed. Enter address by using Address
1, Address 2 and Address 3 fields and City, State and Zip
fields. The Pro Se field should remain No as you are
filing the motion as the attorney.

2 Select Appropriate Role type. This may be Creditor,
Accountant, Appraiser, etc. (See Figure 6f.)

FE TRAINING Dalabass Arua - Nutsiaps:
Fie £t

=B=
‘s start T o

Figure6
g Then click Submit.
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*

*

% TRAINING Database Area - Netscape
Fle Edit View Go Communicator Help

File a Motion:

The Select the Party screen will display. Select the entity
you added. (See Figure 6g.)

Then click [Next].

2

L3601

Shop

2:03-bk-00085 Richard 4. Corley and Christa R. Corle:

AddiCreate New Party

=00

=

5 TRAINING Database

*

The Attorney/Party Association screen will display.
Create your association with this party by clicking in the
box ONLY IF YOU ARE COUNSEL FOR THE ENTITY
SEEKING COMPENSATION. (See Figure 6h.)

Then click [Next].

X TRAINING Databass Area - Netscaps

rrrrrr Reports utliities:

File a Motion:
2:03-bk-00085 Richard A Corley and Christa B Corle

The following attomeyfparty associations do not exist for this case.
Dlease check which associations should be created for this case

I~ One Valley Bank, (cres) represented by attarney?, testaty (aty)

Moxt| e

Document: Done
Y wo fe

3 TRAINING Database ..

“J siart

Figure 6h
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STEP 7 The Select the pdf document screen displays. (See Figure 7a.)
'Emkmayks & Location: [rt wenb, ts bin/login pI?667340611423327-L_916_0-1 ~| @17 What's Related
Miscellaneous: I_;I
Sfelel:t the pdf document (for example: CA199cw501-21.pdf)

[ Browse...
| e |
E
3 == ne e Jdls P EZ)
“y start G o izer ~[My.s % TRAINING Databass ... | - WerdPerfeck 10~ [Hie
Figure 7a
* Click [Browse], then navigate to the directory where the PDF file

is located. Double-click the PDF file to select it.
* In the File Upload screen, change Files of type: to All Files(*.*).

NOTE: If you wish to view the image before selecting to be sure
you have chosen the correct file, before double-clicking, first
right click on the highlighted filename and click on open. You

can
view the image in Adobe Acrobat, then close Adobe Acrobat

when
you have finished viewing the image.

(See Figure 7b.)

* The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)
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Miscellaneous:
2.03-bk-00085 Rivlund 4. Corley and Christa R, Corle

Select the pdf document (for cxample: CA195cw501-21 pdf)

Figure7b

* Click [Next] to continue.

STEP 8 (See Figure 8.)

* Enter y or n on this screen if a Certificate of Service is being
filed with the motion.

* Click [Next] to continue.

File a Motion:

2:03 ble 00085 Richard A Corley and Christa B. Corle:

With Certificate of Service? ¥ or n:[vl

Next Clear

Figure8

* Click [Next] after verifying the name and bankruptcy number.
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STEP 9 The following screen displays. (See Figure 9a.)

¥ TRAINING Database Area - Netscape

[EEES

Flz Edit View Go Communicator Help

<« & a ¢ 2 =< A @ &
Back Fielbad  Home  Search ccape  Print Secuity  Shop
7| wf Bookmaks i Location: [Fitps:ect 4.den/cai-binlogin.pl270631 0363062711-L_S16_0-1 ﬂ@'what‘sﬁelated
oy

z =
UE F Bankruptcy . Adversary + Query + Reports .+ Utlities .+ Logout 2
File a Motion:
2:03-bk-00085 Richard 4 Ceorley and Christa B Cotle

Applicant student0
 Filer

From To
Fee request $ Expense request $
Applicant One Valley Bank Type [Accountant -
I Filer
From To ||
Fee request $ Expense request $
Next Clear

Y TRAINING Dakabase ...

Figure 9

* You will complete only one portion of this screen. If you are
seeking compensation, enter the information in the upper half of
the screen.

If you are seeking compensation for another party (such as
an accountant, appraiser, auctioneer, consultant, etc.), you
will enter the information in the lower half of the screen

Select the Filer

Type - Select applicable type such as Creditor’'s Attorney,
Debtor’s Attorney.

From - Complete date

To - Complete date

Fee request $ - Enter amount

Expense request$ - Enter amount

L 2K 2R 2K R 2R 2

(See Figure 9b.)
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3¢ TRAINING Database Area - Netscape
File Edit View Go Communicator Help
€ @ A 4 - = a4 @ @&
Back Reload  Home  Search Metscape  Print  Securty  Shop

wif " Bookmarks A Location: [hitps: #/echtrain wvrb.ciicd_den/ cgrbinAogin pl? 70531 0363062711-L_916_0-1

v | @7 what's Related

Query
File a Motion:
2:03-ble-00085 Richard A Corley and Christa R Corle:

Applicant smdent0 Type |Creditor's Attorney -

¥ Filer
From |10/15/2003 To |01/31/2004
Fee request$ [700.00 Expense request$ |100.00

Applicant One Valley Bank Type |Accountant ~

I” Filer
From To
Fee request$ 0. Expense request$ 0.

MNext Clear

Figure9

* Click [Next] to continue.

2 A message may display indicating that you did not enter any fees
or expenses in the other section of the screen. Click [OK] twice.
(See Figure 9c.)

o M Location: [hitps:dect b circA.don/egi-bin/login. pl 770531 D369062711-L_S16_0-1 —| @37 what's Related

Adversary

le a Motion:
2:03-1k-00085 Richard & Corley and Christa R, Corle:

Applicant smident0 Type [Creditors Attamey =

=

in.wanb.circd. den - [JavaScript Application]
From

Fee request§ |4 2,)  Youhavenot entered an Amaunt For the Fee, for applicant One Walley Bank, are you sure you wank ko continus?

e =1
I~ Filer
From To
Fee request 5 Expense request $
Next Clear

& o= Docament: Done e T N IR
7. start & "o & 1234 Pm

Figure9c

3T TRAINING D
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STEP 10

*

The Docket Text: Modify as Appropriate screen displays. (See
Figure 10a.)

3 TRAINING Database Area - Netscape
Fle Edt Wiew Go Communicator Help

« F 3 &/ . @ =S 8 @ @

Back Feload  Home  Seach Meticape  Finl  Seculy  Shop

File a Motion:

2:03-bk-00085 Richard & Corley and Christa B. Corle

Docket Text: Modify as Appropriate.

~| Application for Compensation for student0 , Creditor's
Attorney, Period: 10/15/2003 to 1/31/2004, Fees: $700.00, Expenses: $100.00. Filed by student0 . (student0, )

Clear

Mext

Figure 10a

You may insert additional text and/or add a prefix to your docket

entry. Click on the down arrow in the white box to select an
appropriate prefix if applicable. (See Figure 10b.)
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*

STEP 11

3% TRAINING Database Area - Netscape

Fie Edt View Go Communicator Help
< ¥ @A B . = a4 B @ L]
Back Feload  Home  Search Metscape  Prnt  Securty  Shop

wif " Bookmarks M Location: [h wnb.circd.d bin/login.pl 0E2711-L_916_0-1 ~| @7 What's Related

File a Motion:

2:03-bk-00085 Richard A Corley and Christa R. Corle:

Docket Text: Modify as Appropriate.

~| Application for Compensation for studentd , Creditor's

~1 1015/2003 to 1/31/2004, Fees: $700.00, Expenses: $100.00. Filed by student0 . (student0, }

Agreed
Alias
Ermergency
Ex Parte
Expedited
Fifth

Final

First
Fourth
Interim
Intervenar's
Joint |
Opposition
Proposed
Sealed

Second

Sinth

[Document: Done.

Figure 10b

Click [Next] to continue.

The Docket Text: Final Text screen displays. (See Figure 11.)
This is your last opportunity to make corrections to your entry.

L TRAINING Database Area - Netscape

Fle Edit View Ga Communicator Help
<@ @ A DB = = a @ @
Back Reload  Home  Search MNefscape  Pint  Secuity  Shop

wf " Bookmarks A Location: [hitp: b cired, X 11191601 | @ what's Related

=
Bankruptcy . Adversary - Query =+ Reports +  Logout 2

File a Motion:
2:03-bk-00085 Richard 4 Corley and Christa B, Corle

Docket Text: Final Text

for © ion for student0, Creditor's Attorney, Period: 10/15/2003 to 1/31/2004, Fees: $700.00,
Expenses: $100.00. Filed hy student0. (student0, )

Attention!! Submitting this screen commits this transaction. You will have no farther opportunity to modify this
submission if you continue.

(et Clear

&, 1zi41em

Figure1l

Verify the final docket text.
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*

*

*

STEP 12

3% TRAINING Database Area - Netscape

File Edit View Go Communicator Help
< ¥ A &4 . W < a2 B F

Z| " Bookmarks B Location: [Piips: /ect tiain wwmb.circ4. den/egi bindlogin pI77 0531 0363062711-L_916_01
T

If correct, click [Next] to continue.

If the final docket text is incorrect, you must click on your
Browser’s Back button to correct your entries.

To abort or restart the transaction, click on the Bankruptcy
hyperlink on the Menu Bar.

The Notice of Electronic Filing screen will display showing the
essential data for this filing. Scroll down to view the entire
receipt. (See Figures 12a and 12b.)

Reload Haome Seaich  Metscape  Print Security Shop

~| @7 What's Rslat

ed

Wotice of Electronic Filing

The following transaction was received from stadent0, entered on 2/18/2004 at 12:38 PM EST and fled on 2/18/2004
Case Name: Richard A Corley and Christa B. Cotley

Case Numher:  2:03-bl-00085

Document Number: 24

| Docket Text:

Application for Compensation for student0, Creditor's Attorney, Period: 10/15/2003 to 1/31/2004, Fees: $700.00, Expenses: §100.00. Filed by student0.
(student(, )

|| The following document(s) are associated with this transaction

Document description:Main Document

Original filename: H\as_myfles\Test Document pdf

Electronic document Stamp: -

[ STAMP blectStamp_ID=988911880 [Date=2/18/2004] [FileNumber=11840-0] [ =
1dbfed Thedb6e038a683afadBdd 1640692576439 c0ffan28a2768488bb 7841 00 B

4e3f757a7 T ebAbfEe 2adb0bBde0aaldc6Ict 521 dbbeodfd d4432650311]] =

U.S. Bankruptey Cowmrt

Northern District of West Virginia

e Odl A ~E

Figure 12a

&) 12145 P11
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¥Z TRAINING Database Area - Netscape

File Edit View Go Communicator Help

4 @ A 4 =2 ©Hm o= B B @

Back Fielbad  Home  Seach Netscape  Prnt  Secuity  Shop
wif " Bookmarks . Location: [Fitps:#7echtrain wvnb. circ. den/caibin/login pl?7 053103630627 11-L_516_0-1

o

The following document(s) are associated with this transaction

Document description: Main Document

Original filename:Has_myfles\Test Document pdf

FElectronic document Stamp:

[STAMP blecf3tame_D=088511880 [Dare=2/18/2004] [Filelumber=11840-0] [
1dbfed 1bed66c038a683afadBdf d164c0beTas7d6439c 0 ac2822 768488057846
46367577 7c64bi602adE0b8460aa0 969652 1d66c0dM 4943265631 11]

2:03-bk-00085 Notice will be electronically mailed to:
2:03-bk-00035 Notice will not be electronically mailed to:

Thomas H. Fluharty
408 Lee Avenue
Clarksburg, WV 26301

WVINE Test-Attorney
101 Some Street
| Wheeling, WV 26003

testaty attorney3
123 Aty Way
Wheelin g, WV 26003

studenitl

Figure 12b

F TRAINING D

* The notice will include the following information:

Who filed the document

Date and time

Case name

Case number

Document number

Original filename (pdf)

Electronic document stamp

Electronic mail recipients and manual notice lists

000000
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Multi-Part Motions

This procedure explains how to docket a two-part motion. The example
illustrated is a Motion for Relief from Stay and Adequate Protection.

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
(See Figure 1.)

EECF Bankruptcy  «  Adversary + Query -« Reports -« Utiities « Logout

Figure 1
STEP 2 The BANKRUPTCY EVENTS screen will display. (See Figure 2.)
3% TRAINING Database Area - Netscape a

File Edit Wiew o Communi

v Help

| <« @ Qa & = @& @8 &
Back Relosd  Home  Seach  Netscape  Print  Secuity  Shop
7| i Bookmaks  f Location [k b, v bin 852 _916_0-1 ~| @7 what's Related
[Bankruptey Events
Answer/Responss
Appeal

Claim Actions

Creditor Maintenance.
Tudge/Trustee Assignment
MotiensiApplications
Motices

Open a BK Case

Other

Blan

B TRAINIVG Databass ..

Figure 2

* Click the Motions/Applications hyperlink.
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STEP 3 The CASE NUMBER screen displays. (See Figure 3.)

Case Number

D2-10063 9912345, 1:99.1k-12345 or 1-99-bk- 12345
Mext Clear

Figure 3

4 Enter the case number, including the hyphen.

&  Click [Next].

NOTE: You may use the browser [Back] button at any time
during this process to verify former screens until the final
submission.

STEP 4 The MOTION EVENTS screen displays next.

(See Figure 4.)

E

File a Motion

02-1006% Frank G. Hammock and Carol A, Hammock

Administrative Expenses

Allows Claims

Allow Payrnent Arrearages

Arnend

Amended Application =l

Next Clear |

Figure 4

4 Click to highlight Adequate Protection. Keeping the [Ctrl] key
depressed, scroll and highlight Relief From Stay. Release the
[Ctrl] key. There are now two reliefs identified and selected for
this motion.

& Click [Next].
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STEP 5

STEP 6

*

The JOINT FILING screen displays. (See Figure 5.)

File a Motion:

02-10063 Frank G Hammock and Carol &4 Hammeck

I™ Joint filing with other attorney(s):

Figure 5

This screen is only used if another attorney is joining in a filing,
do not check this box.

If this were a joint filing with another attorney(s) you would check
the box and after selecting [Next] you would be presented with a
pick list of attorneys on the case to select as joint filers.

Click [Next].

The SELECT PARTY screen displays. (See Figure 6.)

File a Motion:

02-10068 Frank G. Hammock and Carel A Hammeock

Select the Party:

Carol & Hammack [Joint Debtor] =] Add/Create Mew P
Frank . Hammock [Debtor]
Williarm W, Thompson [Trustee]

M Clear
Figure 6

Since the party, Friendly Finance, is currently not a party in this
case, they are not listed and must be added. Click the
Add/Create New Party hyperlink.
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STEP 7

STEP 8

NOTE:

The PARTY SEARCH screen appears. (See Figure 7.)

)
EECF Bankruptcy +  Adversary + Query + Reports + Utiities + Logout o_

Search for a party

SN TaxId
Last/Business name |Friendly

Search | M

Figure 7

Enter the first part of the business name and click [Search].
If there are no matches, the system will return a No Person
Found message. Make sure your search criteria is accurate. If

the party is not found on your first try, use different criteria and/or
wildcards. (See Figure 8a.)

)
EECF Bankruptcy  +  Adversary  + Query + Reports « Utilities « Logout o_

Search for a party
SSN || Tax Id |

Last/Business name I
Search | Clearl

Party search results

No person found.

Create new party

Figure 8a

Since the party is not already on the database, proceed to add
the creditor, Friendly Finance. Click [Create New Party].

Your name search may find more than one record having
the same name as shown in Figure 8b. Clicking on each
of the names will display a window showing the party’s
address information for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on
the [Create new party] button to add a new person
record with this address.
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STEP 9

*

3 Training Database - Netscap

File Edit Wiew Go Communicator Help

& @ A N e @ = @ B G

Back  Fowerd  Reload  Home  Search  Netseape  Print  Secuity  Shop Stop
% w$ 7 Bookmaks i Location Jtttps //atrain aots uscourts. gov/cai-bindogin pl 74530905661 57441-L_255_0-1 =1 @17 What's Related
a trainer atrain-PACER atrain astudent] bky2 CM/ECF INTERMAL 47 CMECF RESOURCE

EE F Bankruptcy . Adversary + QOuery + Reports + Utilities + Logout
Search for a party

SSM | TavTd [
¥ Person Address - Netscape

Last/Business name
Search Clear

Party search results

American Express
3091 Sizemore Rd.
San Antonio, TX 78555

American Ex .
Ammerican Express,

=

Select name from list | Create new pary

Figure 8b

The PARTY INFORMATION screen displays. (See Figure 9.)

EE F Bankruptcy »  Adversary « Query « Reports - Utilities - Logout
Party Information
Lastname [Friendly Finance First name |

MMiddle name I Generation I Title I
ssN | 222-11-1334 Tax ID

Office | Address 1

Address 2

I
Address 3 |
City I— State l— Zip I—
County IWI Country l—
Phome | Fo [

E-mail I
ProSe |no = Role |Cred|tnr(crcr) =
Party text |
Subrnit | Cancel | Clearl
Figure 9

Enter creditor Name information in the appropriate boxes.
Leave pro se as no.

Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Creditor.

Enter further descriptive text for the creditor in the Party Text
field, if appropriate. (A Connecticut Corporation, Guardian of the
State, etc.)

It is not necessary to add yourself as counsel for the party. Your
login will furnish your attorney information to the system.

Click [Submit].
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STEP 10

STEP 11

The SELECT PARTY screen appears again. (See Figure 10.)

File a Motion:

02-10063 Frank G. Hammock and Carol 4. Hammock

Select the Party:

f-| AddiCreate NMew Party
Caral A Hamrmock [Joint Debtor]
Frank G. Hammock [Debtar]
William W. Thompsan [Trustes]

Ne}nl Clear

Figure 10

The new creditor’s name, Friendly Finance, is highlighted.
Click [Next] to continue.

The ATTORNEY/PARTY ASSOCIATIONS screen appears.
(See Figure 11.)

EECF Bankruptcy +  Adversary s+ Query + Reports + Utilities + Logout

File a Motion:
02-1006% Frank G Hammock and Carol 4 Hammock

The following attorney/party associations do not exist for this case,
Please check which associations should be created for this case

¥ Friendly Fimance, (cror) represented by Walker, Heather (atyt

Figure 11

Click the box to establish the association between you and
Friendly Finance in this case.

Click [Next].
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STEP 12 The PDF DOCUMENT SELECTION screen displays.
(See Figure 12a.)

EE F Bankruptcy s Adversary + Query =+ Reports « Utilities « Logout

File a Motion:
02-1006% Frank G Hammock and Carel A Hammeck

Select the pdf document for example: CA159cw501-21.pdf).

Filename

I Browse... I

Attachments to Document: & INo © Yes

e xt Clear

Figure 12a

* Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

. In the File Upload window, change Files of type: to All
Files (*.*)
. To make certain you are about to associate the correct

PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 12b.)

Look in: [ 3 PDF Files x| = = EE-
E:xhibit & - wol Petition. pdf Erﬂotion to Dismiss 00_10029, pdf Eobjection
Exchibit. pdf T Mation to Dismiss 00_10054,pdf T Objection
Hearinghite, PDF T Mation . FDF T order - Dn
Irventory of Property.pdf @Motion&pdf @Order -Fi
Irvvoluntary Petition, pdf '@Motion&pdf '@Order -Gl
jointrotion. POF T Mations . pdF T order Dis!
List of All Creditors, pdf @MotionS.de I@Order Ml
'@Notice of Appearance.pdf '@Order.pdf
My Documents @Notice.pdf @Plan.pdf
i IEI‘\.I-:|ti-:n3'\.-'cvl(:u:vn\v'lzo?‘.|:u:IF '@Proof af ¢
Matior m TEIMTCABN, POF Trroposed
Prink
I

Scan for Yiruses. ..

I3

File name:  Cpen With » pdf j Open I

Files of tyr Qquk VI?W Fle ;I Cancel |
Quick Prink -

Figure 12b

4 This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the document is
correct.

* Close or minimize the Adobe application and if that is the correct
file, click Open on the File Upload dialogue box. (See Figure 12c.)
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21
Look ir: | <=3 PDF Files x| = =5 ER-
EExhibit A - %ol Petition. pdf EMDtiDn to Dismiss 00_10029.pdf Eobjection
(T Exchibit pdf T Motion to Dismiss 00_10054.pdf T Objection
| Hearinghte . POF T Mation. POF T order - On
Inventory of Property . pdf '@Motionz.pdl’ IEOrt:Ier - Fi
Elnvoluntary Petition.pdf '@MDtiDnS.de IEOrt:Ier -Gl
"B jnintmotion. POF T Mations . pdf T order Disl
IEList of all Creditors.pdf '@MDtiDnS.de IEOrt:Ier TMul
IEl\ﬂartin.pn:ll’ '@Notice of Appearance, pdf IEOrt:Ier.pt:lf
Mation Multi Part.pdF T ratice. pdf TPlan. pdf
IEl\ﬂntinn ko Avoid Lien, pdf '@NoticeVolConvto?.de IEPrn:n:\F of
M| Mation ko Dismiss 00_10006.pdf TR NTCABMN.PDE TProposed
Kl r i3
File name: IMotion kA ulti Part. pdf ;I Ofen
Files of type: | =l Cancel |
2

Figure 12c

* The path and name of the selected PDF file is placed in the
Filename Box. The file will be associated with the current event
and a hyperlink will be created to it. (See Figure 12d.)

)
EE F Bankruptcy  +  Adversary o Query « Reports « Utilities -« Logout ?

File a Motion:

02-1006% Frank G. Hammock and Carol & Hammeock

Select the pdf document (for example: CA19%cw501-21 pdf)

Filename

|O:\ECF_S:udencs\ PIF Files\Motion Hu Browse...

Attachments to Document: & Mo 0 Tes

M Clear

Figure 12d

* The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

&  Click [Next].

STEP 13 The With Certificate of Service? screen displays. (See Figure
13))

* Insert y in both boxes. There are two boxes because a multi-part
motion is being filed.
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* Click [Next] to continue.

2 TRAINING Database Area - Netscape.

File Edit View Go

Iv Eﬁ & 3 _’.‘mi 2 =% @ @5

o e Gm ey b
5| wa# Bookmarks . Location b T
n c

O
File a Motion:
1:03-bk-00165 Frank G

and Carol &, Hammock

With Certificate of Service? y or n:[v

With Certificate of Service? y or n:[v

Next| Glear

Figure 13

STEP 14 Since a part of this multi-part motion is Relief from Stay requiring

a filing fee, the screen shown below appears. (See Figure 14.)

3 TRAINING Database Area - Netscape:

&

login pI7595683617068523-L_516_0-1

Secuity  Shop

File a Motion:
1:03-bk-00165 Frank G. Hammeock and Carol A Hammeock

Are you paying via the Internet [y or n]?[n

Next Clear

¢ TRAINING Database

&) az0em
Figure 1.

Enter n and Click [Next] to continue.
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STEP 15 The following screen displays. (See Figure 15.)

3 TRAINING Database Area - Netscape

File Edt Wiew Go Communicator Help

4 O A 4 » @ =S B B @

Back Reload Home: Seach Netscape  Print Security Shop

| @37 what's Related

Query +  Reports

k and Carol & H: k

FPlease Enter: A Receipt Number or CC for Credit Card or O for Other Payment.

Receipt # | Fee: §75

Mext Clear

S == Document: Done.

- Inbox.. L TRAINING

Figure 15

g Enter CC for credit card.

* Click [Next] to continue.

Step 16 The MODIFY DOCKET TEXT screen appears. (See Figure 16.)

3 TRAINING Database Area - Netscape:

EEX
File Edit ¥iew Go Communicator Help

<« ¥ B H = < a B &
Back. Reload Home Search  Netscape Frint Security Shop
2| i Bookmarks A Location: [hups:/ectrain wnb.uscoutts. gov /cabindlogin pl753358361 7068523 L_516_0-1 —| @7 what's Aelated

File a Motion:
1.03-bk-00165 Frank G. and Carol £

Reports Logout

Docket Text: Modify as Appropriate.
W | Motion for Adequate Protection | L =] Motion for

Relief from Stay . Receipt Number CC, Fee Amount $75. Filed by Friendly Finance .
(attorney3, testaty)

Mext Clear

&G =0 Document:; Done

o S o e )

¥ TRAINIY

Figure 16
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If appropriate, choose a prefix from the Prefix Text pick list

L 2 In either or both of the text boxes, add additional text for the
motions you are filing, if applicable.

* Click [Next] to continue.

STEP 17 The FINAL DOCKET TEXT screen displays. (See Figure 17.)

#t TRAINING Database Area - Netscape

&

PI75339683617068523-L_916_0-1

File a Motion:
1:03-bk-00165 Frank G. H. I and Carol 4. F.

Docket Text: Final Text

Motion for Adequate Protection, Motion for Relief from Stay. Receipt Number CC, Fee Amount $75. Filed by
Friendly Finance. (attorney3, testaty)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

(hext | Clear

* Carefully verify the final docket text. This is your last chance to
change this entry before addition to the case. If correct, click
[Next].

g If the final docket text is incorrect:

. Click the browser [Back] button to find the screen to be
modified.

. To abort or restart the transaction, click the Bankruptcy
hyperlink on the Menu Bar.

STEP 18 The NOTICE OF ELECTRONIC FILING SCREEN displays.
(See Figure 18.)
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% TRAINING Database Area - Netscape

Fle Edt Wiew Go Communicator Help

i 5 3 8 . @3 80 ¥
Back Reload  fiome  Seach Metscaps  Fint  Secuity  Shop

| @7 What's Rielaied

File a Motion:
1.03-bk-00165 Frank G. Hammock and Carol A Hammock

U.S. Bankruptey Court

Northern District of West Virginia
| Wotice of Electronic Filing

The following transaction was received fom attomney3, testaty entered on $/22/2003 at 3:23 PM EDT and fled on 9/22/2003
Case Name: Frank G. Hammock and Carol A, Hammock

Case Number: 1.03-bk-00163

Document Number: 3

Docket Text:
Motion for Adequate Protection, Motion for Relief from Stay. Receipt Number CC, Fee Amount $75. Filed by Friendly Finance. (attorney3, testaty)

The following d ) are 1 with this

Document description: Main Document

(Original filename: Has_myfiles\Test Document pdf

Electronic docurment Stamp:

[STAMP bleecfStamy_ID=988911880 [Dare=9/22/2003] [FileNurber=11010-0] [
3E74064T e 3be0dT 2edfd7d2e 14234 eee261a174b6d1250d3dfeabB062682c 26ecdce
6002babcc38339500f17 Sbedabe2da2B9 1efd50M0 192600184 ceabd4]]

1:03-hk-00165 Notice will he elactronically mailed tn: b,
g == D t: Done e = Y

P TRAINING Data

Figure 18
* Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the PACER login screen.

* Clicking on the document number hyperlink will present the
PACER login screen.
* To print a copy of this receipt click the browser [Print] icon.

* To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.

* The Notice of Electronic Filing will also be accessible as an
option from the docket sheet. However, attorneys and public
users will be charged a PACER access fee.

Notice of Electronic Filing:
Hyperlink to docket sheet

Date and time stamp information
Case Title
Case number hyperlink to docket sheet?

Docket text
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. Annotated text in italics
. Text produced from docket event
. Attachment type, description and attachment number

which is a hyperlink to the PDF file of the attached
document if there is one.

Associated (PDF) documents:

Document description:

Original filename:

Electronic document stamp:

Document description:

Original filename:

Electronic document stamp:

Defaults to Main Document being
docketed.

Filer's full directory path from firm or
court’s hard drive or network.

Unique identifying name of the
document being filed for security
purposes. Key file of the court used
for encryption.

First attached document’s
description that was entered on the
attachment screen by the filer.

Filer's full directory path from the
firm or court’s hard drive or network.

Unique identifying name of the
attachment for security purposes.
Key file of the court used for
encryption

Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address
with the court will be listed here with their current e-mail address,

not their street address.

Notice will not be electronically mailed to:

Name and address of other parties on the case who have not
furnished their e-mail address with the court.

WVN - Attorney Training Materials
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Internet Credit Card Module

This Process shows the screens for paying afiling fee viathe internet, using a credit card.
The Court requires that you have a signed credit card authorization form on file before you will be
permitted to use this feature. This feature allows you to defer payment until the end of the day
and thereby only charge your credit card once. You must settle payment by 8:00pm each day.

In this scenario we are docketing amotion for relief from stay. (If you arefiling a new
case, the stepsare very similar, please see the end of this document for the steps.)

STEP1 Enter “y” in the text box as shown in Figure 1 and click Next.

EE F Bankruptcy . Adversary . ]

File a Motion:
1-02-00050 Titn Thomas

Are you paying via the Internet [y or 11]'?||Y

Mext | Clear |

Figurel

STEP 2 The Fee screen appears, click Next. (See Figure 2)

EE F Bankruptcy . Adversary

File a Motion:
1-02-00050 Tim Thomas

Fee: £75

Figure 2

Page -1-
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STEP 3

STEP4

The Modify Docket Text screen appears. Click Next to continue.
(See Figure 3)

1-02-00050 Tim Thomas

Docket Text: Modify as Appropriate.

*| Motion for Relief from Stay | . Fee Amount $75. with Certificate of Service Filed by
ob Trumble . (studentd, )

Figure3

The Final Docket Text screen appears. Once you are certain the
docket text is correct, click Next to continue.(See Figure 4)

EECF Bankruptcy . Adversary ¢ Query Reports

File a Motion:
1-02-00050 Tim Thomas

Docket Text: Final Text
Motion for Relief from Stay. Fee Amount $75. with Cextificate of Service Filed by Bob Trumble. (studentd, )

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this submission if you

contmue
Clear

Figure4
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STEPS Y ou will then see the Notice of Electronic Filing screen display
with the Electronic Payment window on top of it. The Electronic
Payment Window displays your summary of current charges. You
may click on Pay Now or Continue Filing. Remember, you must
pay al fees by 8:00 pm each day. In this scenario, we will choose
Pay Now. If you choose Continue Filing, the Electronic Payment
window will close.
(See Figureb)

i Electronic Payment - Netycape

Summary of current charges:

Date Incurred Desenption Amount

Motion for Eelief From Stay(1-02-00030)

2003-10-16 134046 [motion,cfsty] (75.00)

£75.00

Total: § 75.00

Figure5
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STEP 6 The Payment Collections screen appears. Click on the down
arrow next to Card Type entry box and select your card type.
Next, type in your card number. (Do not use spaces) Then choose
your expiration date month and year. After filling in the
appropriate information, click Submit Payment. (See Figure 6)

T US_Couwrty®icco.gov. Payment Collections - Netycape

Please enter your credit card information below:

Name: student(

Total: $75.00

Card Type: [Please select a card type
Card Number:

Expiration Date:

For your privacy and protection,
the information submitted here is encrypted using 128-bit SSL.

Figure 6
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STEP7 Y ou will then see the screen below. (See Figure 7)

# Order Successful - Netycape

Pllease wait while this t'ransaction is completed.

For your privacy and protection,
the information submitted here is encrypted using 128-bit SSL.

Figure7

STEP 8 The Transaction Receipt screen displays. The Transaction
number is your receipt number. Click on Close Window.
(See Figure 8)

U.S. Bankruptey Court
Northern District of West Virginia

Thank you. Your transaction in the amount of § 75.00 has been completed.

Please keep a copy of your transaction receipt for future reference. The transaction number 13

1111B17121.

Figure8

Page -5-
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Here isthe only screen that is different when you file a voluntary petition.

Follow the instructions and do not enter any information in the receipt
number field. Click Next. (See Figure 9)

EE F Bankruptcy . Adversary

Open New Bankruptcy Case
Do not enter a receipt number below if you will be paying via the Internet!

FPlease Enter: A Receipt Number or CC for Credit Card or O for Other Payment

Feceipt #:I Fee: §200

Mext | Clear |

Figure9

You will then see the Electronic Payment Window on top of the Notice of Electronic Filing,
just asin step 5. Follow steps 6 through 8 to finish the payment.

Page -6-
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The Internet Credit Card Module gives you 2 additional features under the Utilities Menu:
Internet Payment History and Internet Payments Due
(See Figure 10)

Your Account Miscellaneous
CWUECE Login Legal Research .
Change Your Client Code Ifailings. ..

Change Your PACEE. Account Wenfy a Document

Internet Payment History

Internet Payments Tue

Iaintam Your ECF Account
Eewew Billing Histo

View PACER Account Information
Wiew Your Transaction Log

Figure 10

By clicking on the Internet Payment History Report and entering a date range, you are
able to see what transactions have been charged to your credit card along with the associated
transaction receipt numbers. (See Figures11 and 12)

EE F Bankruptcy Adversary

Internet Payment History

From [9/1/2003 to |9/30/2003
Run Report | Clearl
Figure11

U.S. Bankruptey Cowrt
Northern District of West Virginia

Intermet Payment History for studentO ,
9/1/2003 to 9/30/2003

: P Payment —
Date Paid Description Method Receipt # Amount
2003-0%9-22 0943:37 Motion for Eelief From Stay(1:03-blk-00157)
[motion,mrifsty] { 75.00) credit card 1111B1679% | 7500
2003-0%-22 0%:51:01 Voluntary Petition (Chapter 7)(5:03-blk-00164)
[misc,velp7al  200.00) credit card 1111B16801 | § 200.00
Figure 12

Page -7-
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If you click on the option of Internet Payments Due under the Utilities menu, you may
“settle” you account at any time. The Electronic Payment window opensif you have any
outstanding credit card fees. (See Figure 13) You may then click on Pay Now and follow the
screens to settle your account.

Summary of crrent charges:

Date Incurred Description Amount
2003-10-16 Woluntary Petiion (Chapter 73(1:03-bk-001667 £ 200.00
14:23:05 [misc,welp7a)] ( 200.00) ’

Total: $ 200.00

Figure 13
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Notice of Deposition

The Notices hypertext link lists various notices which an attorney submits to the
court. The following instructions will guide you through the steps to file a Notice to
Take Deposition.

STEP 1 Click the Bankruptcy hypertext link from the CM/ECF Main Menu
Bar. (See Figure 1.)

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System

This message is ined in the file O i ice.htm
You may use this file to alert users to current CMYVECT operational issues.

This facility is for Offici
o o

7t Business only. Activity to and from this site is logged. Dacument filings on this system are subject to Federal Rule >
Done: o = e

Figurel

STEP 2 The Bankruptcy Events screen displays. (See Figure 2.)

* Click the Notices hypertext link.
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Notices - Page 2

ﬁ’u’iadé

Sesich  Netscape  Print  Secu

Bankruptcy.

Adversary
Bankruptcy Events

Answer/Response
Appeal

Claim Actions

Creditor Maintenance
JudgeTrusles Ass
MotionsfApplications
Hotices

Open a BE Case
Other

Plan

el

“J start

Figure 2

¥ TRAINING

Query

Reports

The Case Number screen displays. (See Figure 3.)

* Enter the case number in yy-nnnnn format including the dash.

* Click [Next] to continue.

¥ TRAINING Database Area - Netscape
File Edit View Go Communicator Help

< ¥ 3 4 2 @ < 8 68 &

Back  Fomard FRebad  Home  Seach Netscape Pt Secuiy  Shop

EEX

7| " Bookmarks i Location [Rtps:J/ecttrain wrib scourts gov) ogi-binlogin pl?333531 356834838 L_816_0-1
e

| @7 what's Related

SECF

File a Notice

Bankruptcy Adversary - Query

Case Number

ha-es 95-13345, 195-uk 12345 0z 1-89-bk 12345

Mext Clear

& =0 Bocument; Done

Reports - - Logout

S Jel AR FE) N2

Figure3

&) wioan
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STEP 4 The Event Type screen displays.
* Verify the case number and case name.
L 2 If the case number and name do not match your document, click

the browser [Back] button to re-enter the case number.

Note: If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again.
You may use the browser [Back] button at any time
during this process to verify former screens until the final
submission.

* Use the down arrow ¥ to the right of the box to scroll through the
event list to select the document to be filed. Click to highlight
Notice to Take Deposition. (See Figure 4.)

* Click [Next] to continue.

F% TRAINING Database Area - Netscape.
Fle Edt View Go Communicator Help

@

4838 L_a16_01

File a Notice

2:03-bk-00085 Richard & Corley and Christa R. Corle

Figure4

STEP 5 The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

* Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

* Click [Next] to continue.

WVN - Attorney Training Materials October 2003



CM/ECEF Attorney Training Material Notices - Page 4

I~ Toint fling with other arrorney(s).

Mext Clear

Figure5

STEP 6 The Select a Party screen displays. (See Figure 6.)
* Click to highlight the name of party whom you are representing

OR refer to Section 9 in this Training Manual, Multi-Part
Motions, Steps 6-10, to add a new party.

Note: Press the [Ctrl] key to choose more than one party.

* Click [Next] to continue.

¥% TRAINING Database Area - Netscape

E

PP333851 516 04 | @7 whats Related

File a Notice:

2:03-ble-00085 Richard 4. Corley and Christa R. Corle

AddiCreate Mew Party

Figure 6
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STEP 7 The PDF Document Selection screen displays. (See Figure 7.)
* Click [Browse], then navigate to the directory where the
appropriate PDF file is located. Double-click the PDF file to select
it.

Note: If you wish to view the image before associating it with this
docket entry, before double-clicking, first right click on the
highlighted filename and click on open. You can view the image
in Adobe Acrobat, then close Adobe Acrobat when you have
finished viewing the image.

* The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information).

* Click [Next] to continue.

3= TRAINING Database Area - Netscape

| @7 wWhat's Related

File a Notice:
2:03-bk-00085 Richard 4 Corley and Christa B Corle

Select the pdf document (For example: C:A199cvw501-21.pd)

Filename

[H:\as_myfiles\Test Document.pdf Browse...

to D @ Mo  Yes

MNext Clear

WordPerfiect 10 - [H:. L TRAINING Database & ) 10:17 A

STEP 8 The Deposition of Whom? screen appears. (See Figure 8.)

* Insert the name of the person you are deposing.

WVN - Attorney Training Materials October 2003
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* Click [Next] to continue.

3¢ TRAINING Database Area - Netscape.

HH

L < & @ @

Back tscope Pint Secuity  Shop
7| i Bookmarks i Location: [htps://ecttrain wvnb. uscourts. gov/cgibin/login o7 933591 356834838-_316_0-1 | @7 what's Related
g

File a Notice:
2:03-bk-00085 Richard & Corley and Christa R Corle:

Deposition of Whom?|Richard i. corley
Mext Clear

Figure8
STEP 9 The Modify Docket Text screen appears. (See Figure 9.)
2 If appropriate, choose a prefix from the Prefix Text pick list.

* Additional text may be added in the white text box.

* Click [Next] to continue.
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3% TRAINING Database Area - Netscape
Fle Edit Yiew Go Communicator Help

Docket Text: Modify as Appropriate.

=] Notice to take Deposition of Richard A. Corley Filed by testaty
A ~ Lif of One Valley Bank . (attorney3, testaty)

Agresd

Alias
Emergency
|Ex Parte
Expedited
Fifth

Final

First

Fourth
Interim
Intervenor's
Joint
Omnibus
Opposition
Proposed
Sealed
Second
Sixth

S5 TRAINING Database ..

Figure9

STEP 10 The Final Approval screen displays. (See Figure 10.)
2 Verify the Final Docket Text. Read the warning message.
If the Final Docket Text is correct:
2 Click [Next] to continue and officially submit document.
* If the Final Docket Text is incorrect:

* Click the browser [Back] button to find the error(s) and
proceed with the event.

2 To abort or restart the transaction, return to Step 1 and
begin again.
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3 TRAINING Database Area - Netscape &=

52%[}' % }}

ogin pl7933591356834838-L_316_0-1 | @7 what's Related

Docket Text: Final Text
Natice to take Deposition of Richard 4. Corley Filed by testaty attorney3 on behalf of One Valley Bank. fattorney3,
testaty)

Attention!! Submitting this screen commits this transaction, You will have no further opportanity to modify this
submission if you continue.

Mext Clear

£10-[n 4 TRAINING Database

Figure 10

STEP 11 The Notice of Electronic Filing screen displays. (See Figure
11.)

* The Notice of Electronic Filing is the verification that the filing has
been filed electronically in the court’s database. It certifies that
the document is now an official court document.

* Clicking on the case number hypertext link on the Notice of
Electronic Filing will present the Docket Report for this case.

* Clicking on the document number hypertext link will present the
PDF Image of the document just filed.

* To print a copy of this notice click the browser [Print] icon.

* To save a copy of this notice, click [File] on the browser menu
bar and select Save Frame As.

* You may also save the notice through the browser File/Save
option.
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¥ TRAINING Database Area - Netscape

Fle Edt View Go Communicator Help

i ¢ 3 &4 - w4 4 O F

Back Reload  Home  Seach  Metscape  Print  Securty  Shop

Jv Baokmarks J‘ Lacation: ‘hllps 1/ ecttrain wwnb.uscourts. gov/cgibin/login pl 7333591 3568348380 _916_01 ﬂ @' ‘what's Related

Bankruptcy Adversary + Query + Reports +  Utiities +  Logout

2:03-bk-00085 Richard & Corley and Christa . Corles

T.8. Bankruptey Court
Northern District of West Virginia
W otice of Electrondc Filing
The following transacton was receved from attorney3, testaty entered on 10/8(2003 at 10:10 AM EDT and filed on 10/8/2003
Case Name: Richard & Cotley and Christa . Corley

Case Number: 2:03-bk-00085
Document INumber: 17

Docket Text:
Motice to take Deposition of Richard & Cotley Filed by testaty attorney3 on behalf of One Valley Bank. (attorney?, testaty)

The following d 5) are 1 with this transaction

Document description:Main Document

Original filename: Has_myfiles\Test Document pif

[Electronic document Stamp:

[STAMP blectStamp_ID=988911830 [Date=10/8/2003] [FileMNumber=11083-0] [
0250938229ef9617555c 7753 dee 34cBcd4M 7594165174504 14978 db b6 632673988467
0558028566049 THd T e Tad 20209445 38db 36792642783 %ebed 66033])

2:03-hk-00085 Natire will he alertranicalle mailed ta:
Document: Done

fect 10-[H:... *flv TRATHING D

Figure1l
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Notice of Appeal

The following instructions will guide you through the process of filing a Notice of

Appeal.
STEP 1 Click the Bankruptcy hypertext link from the CM/ECF Main Menu
Bar. (See Figure 1.)
U.S. Bankruptcy Court
Northern District of West Virginia
Official Court Electronic Document Filing System

i.:-ﬂ;acil_itv is for Offi only. Activity fo and from: this site is logged. Document filings on this system m:;_b,i::m;;dgg Rx\ie A

Figurel
STEP 2 The Bankruptcy Events screen displays. (See Figure 2.)

* Click the Appeal hypertext link.
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ﬁ’u’iadé

Sesich  Netscape  Print  Secu

Bankruptcy. . Adversary «  query

Bankruptcy Events

AnswerResponse
Appeal
Claim Actions

Creditor Maintenance
JudgeTrusles Ass
MotionsfApplications
Hotices

Open a BE Case
Other

Plan

el

“J start G x 0-[Hie 3 TRAINING

Figure 2

STEP 3 The Case Number screen displays. (See Figure 3.)

* Enter the case number in yy-nnnnn format including the dash.

* Click [Next] to continue.

3 TRAINING Database Area - Netscape
File Edi Wiew Go Communicator Help

< 2 A B/ 2 @ =S B B

Back Reload  Home  Seach Netscape  Frint  Securty  Shop

EBX

7w " Bookmarks b Location [htps:/fechtrain wwnib uscouts.aov/cabin/login pi?503763683513574-L_316_0-1
E—

_~| @97 whats Related

O
File an Appeal

Case Number

03-00085 99-12345, 1:99-bk-12345 or 1-99-bl- 12345

Mext Clear

Figure3

&) 1:15PM

WVN - Attorney Training Materials

October 2003



CM/ECEF Attorney Training Material

Notice of Appeal - Page 3

STEP 4

STEP 5

The Event Type screen displays.
Verify the case number and case name.

If the case number and name do not match your document, click
the browser [Back] button to re-enter the case number.

Note: If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again.
You may use the browser [Back] button at any time
during this process to verify former screens until the final
submission.

Use the down arrow ¥ to the right of the box to scroll through the
event list to select the document to be filed. Click to highlight
Notice of Appeal. (See Figure 4.)

Click [Next] to continue.

3 TRAINING Database Area - Netscape FEX

Fie Edt Vew Go Communicator Help
< & B @
Pit  Secuity  Shop

bin login pl750376 386351 3574-L_G16_0-1 | @37 whats Related

—
EE F Bankruptcy . Adversary «  Query o Reports - Utiities + Logout ?
File an Appeal

2:03-bl-00085 Richard A, Corlev and Christa B, Corle:

[Abstract of Judgment -~
Addendurn to Record on Appeal

Appellant Designation

Appsllee Designation

Cross Appeal

Notice of Docketing Record on Appeal
Matice of Referral of Appeal to AP

~

Mext Clear
&b G % o

L TRAINING

Figure4

The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)

Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.
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* Click [Next] to continue.

. TRAMNING Dot al sz Avrers - Wl sacenpos B
rie Ca o 1iele

)US5 Richard & Corley and Christa B, Corle:

I~ Toint fling with other arrorney(s).

Mext Clear

5 start e

Figure5

STEP 6 The Select a Party screen displays. (See Figure 6.)
* Click to highlight the name of party whom you are representing

OR refer to Section 9 in this Training Manual, Multi-Part
Motions, Steps 6-10, to add a new party.

Note: Press the [Ctrl] key to choose more than one party.

* Click [Next] to continue.

¥% TRAINING Database Area - Netscape

E

_316_01

eeeeee

File a Notice:

2:03-ble-00085 Richard 4. Corley and Christa R. Corle

ct the Party:

AddiCreate Mew Party

Figure 6
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STEP 7 The PDF Document Selection screen displays. (See Figure 7.)
* Click [Browse], then navigate to the directory where the
appropriate PDF file is located. Double-click the PDF file to select
it.

Note: If you wish to view the image before associating it with this
docket entry, before double-clicking, first right click on the
highlighted filename and click on open. You can view the image
in Adobe Acrobat, then close Adobe Acrobat when you have
finished viewing the image.

* The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information).

* Click [Next] to continue.

&

4838 916_0-1 | @7 wWhat's Related

eeeee

Logout

File a Notice:
2:03-bk-00085 Richard 4 Corley and Christa B Corle

Select the pdf document (For example: C:A199cvw501-21.pd)

Filename

[H:\as_myfiles\Test Document.pdf Browse...

to D @ Mo  Yes

MNext Clear

ax... | W uiordperfect 10 - [H:. L TRAINING Database & ) 10:17 A

STEP 8 The Refer to Existing Event(s)? screen displays. (See Figure
8.)
2 Click in Refer to existing event(s)?

* Click [Next] to continue.
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==
E

aL_96_01

] @ Whats Related
O
File an Appeal:

2:03-bk-00085 Richard & Corley and Christa R. Corles

 Refer to existing event(s)?

Next Clear

Figure8

STEP 9

The Select the Category to Which Your Event Relates screen
displays. (See Figure 9.)

Click on order.

Click [Next] to continue.

¥ TRAINING Database Area - Netscape
File Edit Wiew Go Communicator Help
<« ¥ @ s 2 m = &8 @ @&
Home Search  Netscape

Pint  Securty  Shop

| "Baokmarks  J Lacation: [hitps //achrain wnb.uscourts. gav/egibin/lagin pl?503763883513574-L_516_0-1

Adversary Query Reports
2:03-bk-00085 Richard A Corley and Christa R, Corle:

(Seloct the category to which your event relates.

Mext Clear

Figure9

STEP 10

All Orders docketed in the case will display. (See Figure 10.)
WVN - Attorney Training Materials
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* Select the appropriate order from which you are appealing.

* Click [Next] to continue.

File an Appeal:
2:03-bk-00085 Richard A Corley and Christa K. Cotle:

Setect the appropriate event(s) ta which your event relates:

¥ 10/08/2003 19 Order Denying Motion For Relief From Stay (Related Do # [91) Tudgment #
03-WI-311. (as,) 10/8/2003

Next Clear

5 e AP [(3)

F &) 1aaem

Figure 10
STEP 11 The internet payment screen displays. (See Figure 11.)
* Enter n after Are you paying via the internet?

* Click [Next] to continue.

3% TRAINING Database Area - Netscape
Fle Ecit Wiew o Commumcator Help

1

3 B . @
Febad  Home  Seach Netscape  Prnt  Secuiy  Shop
[| " Bookmarks & Location]| v o L5601

' F Bankruptcy . Adversary + Query - Reports . +  Logout

File an Appeal:
2:03-bk-00085 Richard A Corley and Christa B, Corle

sppellant Designation due date: 10/20/2003

Are you paying via the Internet [y or n]?/n
MNext Clear

Y TRAINING

Figure1l

WVN - Attorney Training Materials October 2003



CM/ECEF Attorney Training Material Notice of Appeal - Page 8

STEP 12 The Filing Fee screen will display. (See Figure 12.)
* Enter cc in the Receipt # field.

NOTE: The fee amount will be revised November 1, 2003 to
reflect the increase in fees to $255.00.

* Click [Next] to continue.

% TRAINING Database #rea - Netscape
Fle Edi Yiew Go Communicator Help

@

~| @7 what's Related

File an Appeal:
2.02-bk-00085 Richard 4 Corley and Christa R. Corle

Please Enter: A Receipt Number or CC for Credit Card or O for Other Payment.

Receipt # [cc Fee: 105

Mext Clear

Y TRAIMING Database ... | % /Won

STEP 13 The Modify Docket Text screen appears. (See Figure 13.)
4 If appropriate, choose a prefix from the Prefix Text pick list.
* Additional text may be added in the white text box.

* Click [Next] to continue.
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3% TRAINING Database Area - Netscape.

1

aL_916_0-1

O
File an Appeal:
2:03-bk-00085 Richard & Corley and Christa B, Corle:

Docket Text: Modify as Appropriate.

P - | Notice of Appeal . Receipt Number cc, Fee Amount $105. Filed by
Creditor One Valley Bank (related document(s)[19] Order on Motion For Relief From Stay). Appellant Designation
due hy 10/20/2003. (attorney3, testaty)

Mext Clear

STEP 14 The Final Approval screen displays. (See Figure 14.)

2 Verify the Final Docket Text. Read the warning message.
4 If the Final Docket Text is correct:

2 Click [Next] to continue and officially submit document.

* If the Final Docket Text is incorrect:

* Click the browser [Back] button to find the error(s) and
proceed with the event.

L 2 To abort or restart the transaction, return to Step 1 and
begin again.
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EL TRAINING Database Area - Netscape

(%]
File an Appeal:
2:03-bk-00085 Richard 4. Corley and Christa R, Corle

Docket Text: Final Text

Notice of Appeal. Receipt Number cc, Fee Amount $105. Filed by Creditor One Valley Bank (related
document(s)[19] Order on Motion For Relief From Stay). Ilant Designation due by 3
testaty)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

(iext] Clear

G

Figure 1.

STEP 15 The Notice of Electronic Filing screen displays. (See Figure
15)

* The Notice of Electronic Filing is the verification
that the filing has been filed electronically in the
court’s database. It certifies that the document is
now an official court document.

* Clicking on the case number hypertext link on the
Notice of Electronic Filing will present the Docket
Report for this case.

* Clicking on the document number hypertext link
will present the PDF Image of the document just
filed.

* To print a copy of this notice click the browser
[Print] icon.

* To save a copy of this notice, click [File] on the

browser menu bar and select Save Frame As.

* You may also save the notice through the browser
File/Save option.
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3% TRAINING Database Area - Netscape
Fle Edt Wiew Go Communicstor Help
€< @ A 4 = @ &S A B @
Back Reload  Home  Seach Netscape  Frint  Secuiy  Shop

i " Bookmarks £ Location: [hitps: //ecktrain wunb.uscourts. gov/cg-bin/login pl?50376388351 3574-L_316_0-1 v @7 what's Related

Reports Lagout

2:03-bk-00085 Richard & Corley and Christa B. Corle

U.S. Bankruptcy Court
Northern District of West Virginia

MNotice of Electronic Filing

The following transaction was received from attomey3, testaty entered on 10/8/2003 at 1:34 PM EDT and filed on 10/8/2003
Case Name: Richard & Coley and Christa R, Corley

Case Number:  2:03-bk-00085

Document Number: 20

Docket Text:

Notice of Appeal. Receipt Number cc, Fee Amount §105. Filed by Creditor One Valley Bank (related document(s)[19] Order on Metion For Relief From Stay)
|Appellant Designation due by 102042003, (attorney3, testaty)

The following d s) are 4 with this

Document description:Main Document
Original filename: Fas_myfilss\Tast Documont pdf

Flectronic document Stamp:

N[STAMP becfStamp_ID=088911880 [Date=10/8/2003] [FileMNumber=11113-0] [
27265267 5dabe7Be 308bbel758a3a7c 1 dddTHe 186balbfafecd0n 1e11462aa37da
639039088340 9b 1cfc 549439098 1cf5ec2ac 123239747 79891 9cedba]]

A o R e R

& == Dacument; Done

Figure 15
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Objections to Motions

Attorneys file a variety of responses, objections and answers. The following
instructions will guide you through the Electronic Case Filing system for docketing
events such as responses, objections and answers. Although the example
demonstrates a Response to a Motion for Relief from Stay, the same steps would be
followed for any other type of response, reply or answer.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu. (See
Figure 1.)

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

3% TRAINING Database A

4 Click the Answer/Response hyperlink.
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The ANSWER/RESPONSE TYPE screen displays.
(See Figure 3.)

STEP 3

FX TRAINING Database Area - Netscape
File Frhr Vi el

Heln

Figure3

Click the Reference an Existing motion/application hyperlink.

STEP 4 The CASE NUMBER screen displays (See Figure 4.)

3% TRAINING Database Area - Netscape
ommunicator  Help

a

2
Reload Home: Search

Case Number
03-00085

99-12345, 1:99-bl- 17345 or 1-09-bk-12345

Mesxt Clear

74 start L TRAINING

ase ... [N WordRerfert 10+ [H:. S &) 11246 A
Figure4

* Enter the case numer is yy-nnnnn format.

* Click [Next] to continue.
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STEP 5

The DOCUMENT TYPE SELECTION screen displays.
(See Figure 5a.)

HT TRAINING Database Area - Netscape
uricator  Help

2 & -

Home s

ity Shop
evegi-bin/login pl7610871742516228-L_a16_04

File an answer to a motion

2:03-ble-00085 Richard & Corley and Christa B, Cotle:

| -
Next Clear

= start

Figure 5a

Verify the case number and case name.

If the case number and name do not match your document, click
the browser [Back] button to re-enter the case number.

NOTE: If the system prompts that you have entered an invalid
case number, click the browser [Back] button to try again. You
may use the [Back] button at any time during this docketing
process to verify former screens until the final submission.

Click the down arrow in the Document Type pick list to reveal
list document options. (See Figure 5b.)
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Your choices in the starter database are Answer to

Interrogatories, Objection, Reply or Response. Select Objection.
(See Figure 5c.)

File an answer to a motion

03l 00085 Fichard A, Corley and Christa B Ciorle

I——=

hiest Clear

1.

Figure 5

TRA

C

* Click [Next].

STEP 6 The JOINT FILING screen displays. (See Figure 6.)

5% TRAINING Database Area - Metseape

Fle Edi View Go Communi

BB s wi G o mems B o b

| Bookmaiks & Location ] b, 2 PI2610871742516228 916,01
1

icator  Help

<] @ whats Related

File an answer to a motion:

2:03-blk-00085 Richard & Corley and Christa R. Corle:

I Toint filing with other attorney(s)

Next| _Glear

& oo
TS stan S TRATNING

Figureb
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* This screen will only be used if another attorney is joining in this
filing. If you are the only attorney filing this application, skip this
screen.

* If this were a joint filing and the box were checked, a listing of

attorneys presently on the case would be presented for selection.
* Click [Next].

STEP 7 The SELECT PARTY screen displays. (See Figure 7a.) All
participating parties on the case will appear on this list.

File an answer to a motion:

2:03-bk-00085 Richard A Corlev and Christa R. Corle:

Select the Party:

e hrista R, [Debtor AddiCreate New Party

Figure 7a

2 It will be assumed that the objection is being tendered by the
attorney for the debtors. Therefore, click to highlight the name of
the debtors filing the objection. (Holding down the [Ctrl] key will
allow for the highlighting of more than one name. (See Figure
7b.)
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A A Cirnote 1Trw Tarty

U5 start ML 1remirr

Figure7b

NOTE: Refer to Step 13 if you are not representing the debtor(s)
and the party you are representing does not appear on the
Select the Party: screen.

&  Click [Next]

STEP 8 The PDF DOCUMENT SELECTION screen displays. (See Figure

File an answer to a motio

2:03-bk-00085 Richard & Corley and Christa B, Cofle:

Select the pdf document (for example: C\199cw501-21.pdf)
Filename

| Browse...

Attachments to Document: & Mo O Tes

Next Clear

Figure 8a

8a.)

* Click [Browse], then navigate to the directory where the PDF file
is located. Double-click the PDF file to select it.

* In the File Upload screen, change Files of type: to All Files(*.*).
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can

when

NOTE: If you wish to view the image before selecting to be sure
you have chosen the correct file, before double-clicking, first
right click on the highlighted filename and click on open. You

view the image in Adobe Acrobat, then close Adobe Acrobat
you have finished viewing the image.

(See Figure 8b.)

The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

F TRAINING Database frea - Netscape
Fle Edt Vien Go Communicator Hep

File an answer to a motion:
2:03-blc-00085 Richard 4 Corley and Christa R. Corle:

Select the pdf document (for example: C1199cw501-21 pdf)
Filename

[H:\as_myfilesyTest Documenc.par Browse...

\Attachments to Document: & No © Yes

Next Clear

3 TRAINING Dakobase -

* Click [Next] to continue.

STEP 9 The Refer to Existing Event(s)? screen will display. (See
Figure 9a.
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3 IHAINING Database Area - Netscape!
Fle Edt wiew Go Communcator Hep
L §

E 2 sl &
Back Reload  Fome  Sesrch Netscaps Pt Secuiy  Shop

|~ Dookmerks s Locations | b uscout

ZE F - o it
S ‘ Bankruptey Adversary Query Roports utilitics

File an answer to a motion:
03-5%-00085 Rivherd 4 Corley and Clirisla B Corle

I~ Refer tn existing avent(s)?

[l i

3 TRAINING Datsbasa

* Select Refer to Existing Event(s)?

* Click [Next] to continue.

* The File an answer to a motion: screen displays. (See Figure
9b.)

L TRAINING Database Area - Netscape

Fie Edt View Go Communicator Help

oS a3 B @

flome  Seach MNelscape  Pint  Seouiy  Shep

7| " Bookmarks J Location: [ntps://echtrain b uscourts. gav/egbinlagin pl?5842046621 95396-L_316_0-1 | @7 what's Reletsd
=

Adversary +  Query Reports o +  Logout

File an answer to a m H
2:03-01-00085 Richard A Corley and Christa R, Corler

Select the category to which your event relates.

Next Clear

Figure 9b

WVN - Attorney Training Materials July 2003



WVN - Attorney Training Materials Responses/Objections- Page 9

4 Click on motion (See Figure 9c.)

3% TRAINING Database Area - Netscape

File an answer to a motion:
2:03-bk-00085 Richard 4. Corley and Christa R. Corle

(Seloct the category Lo which your event relates.

¥ TRAINING Datsbase

Figure 9

* Click [Next] to continue.

* Select the appropriate motion you wish to object to by clicking in
the box next to the date. If there is more than one possibility, click
on the document number hyperlink to view the imaged application
or motion. (See Figure 9d.)

£ TRAINING Database Area - Netscape EEX |

File an answer to a motion:

2:03-bk-00085 Richard & Corley and Christa R Corle

Select the appropriaie eveni(s) to which your event relates:

™ 0773072003 6 Motion for Relief from Stay. Receipt Number CC, Fee Amount §75. Filed by
TUnited National Bank. (Attorney2, Test)

Next Clear

& b _ - EAE T IR )
Jstart [

Figure 9d

3 TRAINING Databas

&  Click [Next].
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STEP 10 The MODIFY DOCKET TEXT screen appears. This screen will

display a prefix box and a supplemental text box to add more
detail to the docket text. (See Figure 10.)

¥ TRAINING Database Area - Netscape

<] @ Whats Relsied

File an answer to a motion:
2:03-bk-00085 Richard 4. Corley and Christa R. Corle:

Docket Text: Modify as Appropriate.

~| Ohjection to Filed by Christa R. Corley , Richard A. Corley
(related document(s)[6] Motion for Relief From Stay filed by Creditor United National Bank). (Attorney?2, Test)

Next Clear

Y TRAINING Database

* Click the down arrow to display the prefix options. Select a
descriptive prefix, if it is appropriate.

L 2 If necessary, add detail to the final text.

& Click [Next].

STEP 11 The FINAL DOCKET TEXT screen appears. (See Figure 11.)
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3% TRAINING Database Area - Netscape.

Ol
File an answer to a motion:

2:03-blc-00085 Richard 4. Corley and Christa B, Corle

Docket Text: Final Text

Objection to Filed by Christa R. Corley, Richard A. Corley (related document(s)[6] Motion for Relief From Stay
filed by Creditor United National Bank). (Attorney2, Test)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

{ilesd | Clear

¢ TRAINING Database ...

Figure1l

* Use caution on this screen and proof the contents of the entry
carefully. Read the Attention!! notice.

NOTE: To abort or restart the transaction at any time, click the
Bankruptcy hyperlink on the main menu bar.

* When you click [Next], the entry is sent to the court’s database.

STEP 12 The NOTICE OF ELECTRONIC FILING screen appears. (See
Figure 12.)
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*

STEP 13

3 TRAINING Database Area - Netscape
File Edit View Go Communicator Help

4 ¥ a3 @4 - = a @
Back. il ome: Search

Reloar Nelscape  Print

F| w7 Bookmarks i Location: [Pitps:#/ect-nain wvrb uscounts gov/egiindlogin. 75842048621 95396 L_916_0-1
L

TU.S. Bankruptcy Court
Northern District of West Virginia
Motice of Electronic Filing
The following transaction was received from Attorney2, Test entered on 7/30/2003 at 2:24 PM EDT and filed on 773072003
Case Name: Richard & Corley and Christa R. Corley

Case Numher:  203-bk-00085
Document Number: 7

Docket Text:
Objection to Filed by Christa R. Corley, Richard A. Corley (related document(s)[6] Motion for Relief From Stay fled by Creditor United National Bank).
(Attorney2, Test)

The following d <) are | with this

Document description:Main Document
Original filename:Mas_myfledTest Document pdf

Electronic document Stamp:

N (ST bhecfStamp TD=088911830 [Date=7r30/2003] [Fil=Number=5591-0] [2
584303e0e182a88b8Te459a312eeTd43d71 77058 1adbef07d58270f147025d42418c 5
821f4025508cfb26ae3bBITd5fbdE6HaTc 49277 Te0f7 3bd5dd 7 ebIa]]

8 == B 0 @ [ 2
0- HE TRAINING

Figure 12

The Notice of Electronic Filing is the verification that the filing has
been filed electronically in the court’s database. It certifies that
the document is now an official court document.

Clicking on the case number hypertext link on the Notice of
Electronic Filing will present the Docket Report for this case.

Clicking on the document number hypertext link will present the
PDF Image of the document just filed.

To print a copy of this notice click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu
bar an select Save Frame As.

You may also save the notice through the browser File/Save
option.

Select Add/Create a New Party if the party you represent does
not appear on the Select the Party: screen. (See Figure 13a.)

WVN - Attorney Training Materials July 2003



WVN - Attorney Training Materials Responses/Objections- Page 13

3¢ TRAINING Database Area - Netscape

File an answer to a motion:
2:03-bk-00085 Richard A Corley and Christa R, Corle

Select the Party:

Corley, Christa R. [Debtor] AddiCreate Mew Party
Corley, Richard A, [Debtor]

United Na nk, [Creditor]

United States Trustee, [U.5. Trust

34 TRAIMING Database ..

Figure 13a

4 On Search for a Party screen, enter the name of the party you
represent in the Last/Business Name field. (See Figure 13b.)

¥ TRAINING Dat
Fle Ede wiew

Figure 13b

g Then click Search.

4 Select name from list or Create new party. (See Figure 13c.)
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*

*

*

¥£ TRAINING Database Area - Netscape
Fie Edt ¥ew Go Communicator Help

Back Reload  Home

W o= 8 @ @

Seach MNetscape  Prnt  Secuity  Shop

wf " Bookmatks A Location: [hitps://ecftiain wnb.uscourts.gov/cgi-bindlogin. o1 75842048621 95396-L_916_0-1

| @7 whats Relat=d

Search for a party
SSN |

Last/Business name
Search | Clear

Party search results
North American Capital Corporation,

Tax1d |

Select name from list

Create new party

5 =P= Document: Done:
-

[ S[Hie 3% TRAINING D

Figure 13c

Enter party if applicable and address of party.

Select role such as creditor or interested party.

13d.)

3% TRAINING Database Area - Netscape

Fle Edi Uiew Go Communicator Help

4 ¥ A 4 2 @

Back Reload  Home

= 4 @ &

Seaich Melscape  Fint  Secuiy  Shop

(See Figure

wf " Bookmarks i Location [ttps: #ect tiainwnb uscoutts govdegibindagin pI76242048621 35336 L_316_04

_v| @7 What's Related

Party Information
North American Capital Corporation  SSN:Unimovn

Office Address 1 |z300 capital Avenue

Address 2 Address 3
City [vheeling State

S

Subrit Cancel | Clear

3 ==

Dacument: Dane

County [Chio - Country

Phone Fax

E-mail |

ProSe |no Role
Party text |

Figure 13d

Select Submit
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*
Figure 13e.)

e

< a8 B

Secuity

2

Fome  Seaich Netscape  Print

Select party you represent on Select the Party screen. (See

7

Adversary

Bankruptey

File an answer to a motion:
2.03-bk-00085 Richard A Corley and Christa R. Corle

Select the Party:
AddiCreate New Party

Capjtal Corporation, [Cred
Corley, Christa R. [Debtor]
Corley. Richard A. [Debtor]

United National Bank, [Creditor]
United States Trustee, [ 5. Trustee]

Next Clear

3% TRAINING Databas=

Figure 13e

Click Next.

31 TRAINING Database Area - Netscape.

Query Reports utilities

&) aiipm

Create attorney/party association. (See Figure 13f.)

A & = [} =5 =Y

Back Reload

v | @7 what's Nelated

7

Home  Seach Metsospe  Print Sscuity  Shop

" Buckiaks Ay Luvatiors [ 27our

File an answer to a motion:

03 bl-000ES Fichard A, Corley and Christa B Core

The following allonuey/paly assoviations do nol exist for his vase.
Please chieck which assouialions should be trealed fon lhis vase.

e Sl (EYE i TS AL

Niext Clear

i stat =

Figure 13f

& Click [Next].

* Continue with steps 8-12.

utiities:
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Affidavit

This process shows the steps and screens required for an attorney to
electronically file an affidavit. This lesson will demonstrate the filing of an affidavit in
support of a motion to avoid a lien.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1.)

Figurel

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

3 TRAINING Database Area - Netscape [[WEE3

Fle Edt View Go Communicator Help
£ .+ 3 a = 4 B @
Back Reload Home: Search  Netscape Print: Securt ity Shop —

7w Bookmaks & Location: [ht wrenb. 1 bin/ 4L_916_0-1 —| @7 what's Related

Bankruptey Events

Answer/Response.
Appeal

Claim A ctions

Creditor Maintenance.
Tudge/Trustee Assignment

Idotions/Applications
Motices

Open a BE Case

Other
Dlan

5 (== ument: Dare S T) 2

M TRAINING Database ... | | WordPerfect 10+ [Hi...

Figure 2

* Click on the Other hyperlink.
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STEP 3 The CASE NUMBER screen displays (See Figure 3). The system
will display the number of the last case you accessed in this
session.

* If this is not the case in which you are filing an answer, delete

this case number and enter the correct case number using yy-
nnnnn format.

* Click [Next] to continue.

(=]
Miscellaneous

Case Number

Figure3

STEP 4 The Miscellaneous screen appears. (See Figure 4.)
* Click on Affidavit.

* Click [Next] to continue.

[-)E)X]

! i
B " Bookmatks A Lacation | i ot v ALsie o1 | @ e et

Mext Clear

3% TRAINING Datsbase &) t6pm

Figure4
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STEP 5 The Joint Filing screen appears. (See Figure 5.)
* If you are filing this answer jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

* If this is not a joint filing, no further action is necessary.

* Click [Next] to continue.

Miscellaneous:

2:03-L1-00085 Richard & Corley and Christa R, Corle

I Toint filing with other arorney(s)

Mot Clear

Figure5

STEP 6 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 6.)

* Select the party filers. In this case you will select both debtors.

* Click [Next] to continue.

Miscellaneous:
2.03-bk-00085 Rivtiad A Corley aud Clrista B, Corley

Select the Party:

Figure 6
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STEP 7 The PDF DOCUMENT screen will then be presented.
(See Figure 7.)
3 TRAINING Database Area - Netscape B
H Bﬁ ; R:ad }-T/o'?;e Sﬁh Nene PL;‘: Se%w S;LBW zi

| Bookmarks A Location: [hitps: /7ect-train wnb useours. gov/ cgibinlogin. o 63961 9669128534 L_16_0-1 | @37 Whats Related

Miscellaneous:

2:03-bk-00085 Richard A Corley and Christa . Corle:

Select the pdf document (for example: C1199cw301-21.pdf).

Filename

[ Browse...
Attachments to Document: & Mo © Yes
Next | Clear

& == Document: Done

Box.. | 8 Lotus Orgarizer - [my... 3 TRAINING Datshass

Figure7

* To associate the imaged document with this entry:

. Click [Browse]. In the File Upload window change Files
of type: to All Files (*.*) Navigate to the directory where

the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

. The system will enter the path and name of the PDF
document selected into the Filename field.
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. Click [Next] to continue.

The Refer to Existing Event(s)? screen displays. (See Figure
8.)

STEP 8

* Click in Refer to existing event(s)?

* Click [Next] to continue.

35 TRAINING Databass Area - Notscape

View Go  Comrmunic: Help.

" Rrckmaks i | aration: [Wins 7 it

Miscellaneous:

2:03-ble-00025 Richard A Corley and Christa R, Cotle

I~ Refer to existing event(s)?

Next Clear

Figure8

STEP 9 The Select the Category to Which Your Event Relates screen

appears. (See Figure 9.)

g For this lesson, click on motion.

31 TRAINING Database Area - Netscape

H - A - = @& /B @
7| w# Bookmarks A Location wnb, T 491601 | @ What's Helated
Miscellaneous:

2:03-bk-00085 Richard 4. Corley and Christa K. Corle:

Select the category to wiich your event relates.

aaaaaa

Figure9

NOTE: By holding down the Ctrl key and dragging your left
mouse

button down the entire list, all docket entries will appear on the
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*
STEP 10

next screen.

Click [Next] to continue.

The Select the Appropriate Event(s) to Which Your Event
Relates: screen appears. (See Figure 10.)

Select the applicable event. In this lesson, we are selecting the
Motion to Avoid Lien.

Click [Next] to continue.

Miscellaneous:

2:03-L-00085 Richard & Cordey and Christa . Core:

\Selact whe appropriars aveni(s) i Whink yoir avant relaian:

£ 07/30/2003 Iolion Lor Relic w. Receipt Mumber CC. Fee Amount $75. Filed by
TTnited Wational Rank (Aftormney?, Trst)
ipt Mmber CC. Fee Amonnt $75 with

o Valley Basle. (attorney3, testaty)
1 Motion to Avoid Lien af desaciate Financial, Inc. Fied by Christa R. Corley,
Richard A Corley. (Attorney2, Test)

&
ToOwInonn s 3
T 10/01/2003 1

Moxt Clear

STEP 11

“2 starl [

Figure 10

The following screen displays. (See Figure 11.)

* This screen is not applicable when filing an affidavit in support of

a motion to avoid lien.

* Click [Next] to continue.
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F% TRAINING Database Area - Netscape.

File Edt View Go Communicator Help

E 1 2 = @ BB &
Home Sear aps Frint

Secuity  Shop

s 4396339 L_a16_0-1 s

Adversary

ward  Fieload

Bankruptcy

Query

Reports +  Logout
2:03-bk-00085 Richard & Corley and Christa B Corle

Complete The Docket Window With The Name Of The Document To Which This Affidavit Refers
s Clear

FL TRAINING

Figure1l

STEP 12 The MODIFY DOCKET TEXT screen displays. (See Figure 12.)

* Docket text may be added in the white box. It is not necessary to

insert any docket text in the white box when filing an affidavit in
support of a motion to avoid lien.

Click [Next] to continue.

#% TRAINING Database frea - Neiscape

Fle Edit Wiew Go Communicator Help

Ivvi%:\a_’.‘ié,

= a B @&
Back Feload  Home  Seach Melscape  Prit  Secuity  Shop
7| wif " Bookmake 4 Location [Fitps:/7ech-train unnb uscourts govcgi-bindlogin +L_516_01 _~| @7 what's Related

Miscellaneous:

2:03-bk-00085 Richard A Corley and Christa B, Corle:

Docket Text: Modify as Appropriate.

Affidavit Filed by Christa R. Corley , Richard A. Corley (related document{s)[11]
Motion to Avoid Lien filed hy Debtor Richard A. Corley, Debtor Christa R. Corley). (Attorney?2, Test)

Next Clear

3 TRAINI

Figure 12
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STEP 13 The FINAL DOCKET TEXT screen displays. (See Figure 13.)

* Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more

times to access the screen on which the error was made, and
correct the error.

L 2 To abort or restart the transaction, click on the Bankruptcy
hyperlink on the CM/ECF Main Menu Bar. Although this can be

done at any time, this is your last opportunity to change the
event.

* When the docket text is correct, click [Next] to continue.

¥ TRAINING Database Area - Netscape

@&k
File Edit Wiew Go Communicator Help
U <« & 3 4 a & A B §@
Back Reload  Home  Seaich  Metscape  Print Secuity  Shop

7wl Bookmarks A Location: [Hitps: #eck-train wynb. uscouts. gov/crbin/login. pl7482679434395333-L_916_0-1

| @7 What's Rieleted

Miscellaneous:

2.03-bk-00085 Richard A Ceorley and Christa R. Corler

Docket Text: Final Text

Affidavit Filed by Christa R. Corley, Richard A. Corley (related document(s)[11] Motion to Avoid Lien filed by
Dehtor Richard A. Corley, Dehtor Christa R. Corley). (Attorney2, Test)

Attention!! Submitting this screen commits this fransaction. You will have no further opportunity to modify this
submission if you continue.

(et | Clear

3 TRAINING Database ...

Figure 13

STEP 14 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 14.)

* The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document.
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* Clicking on the case number hyperlink will display the PACER
login screen. After logging into PACER, the docket report screen
will appear.

* Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

* To print a copy of this notice, click the browser [Print] icon or
button.

* To save a copy of this receipt, click File on the browser menu bar
and select Save Frame As.

3% TRAINING Database Area - Netscape

Fle Edit Wew Go Communicator Help

|s <« @ @ DB - a @ &
E Back Feload Home Search  Netscape Frint Security Shop
% wlf " Bookmarks & Looatior: [hitps /ecktrain wrvnb. uscourts gov/corbin/login pl?482673434996335-L_816_0-1 | @7 what's Related

Miscellaneous: o~

2:03-bk-00085 Richard A Corley and Christa R, Corle:

U.S. Bankruptcy Court
Northern District of West Virginia
Metice of Electronic Filing

Ths following transaction was rescived from Attorney2, Test entered on 10/1/2003 at 3:10 PM EDT and filed on 10/1/2003
Case Name: Richard A Corley and Christa R. Corley

Case Number: 2:03-bk-00085

Document Number: 12

Docket Text:

Affidavit Filed by Christa R. Corley, Richard A Corley (related dosument(s)[11] Motion to Awoid Lien filod by Debtor Richard A Corley, Debtor Christa R
Corley). (Attornsy2, Test)

The following document(s) are associated with this transaction:

Document description:hain Document

Original filename: Has_ayfilestTest Document pdf

Electronic document Stamp:

[STAMP blocfStamp_ID=988911880 [Date=10/1/2003] [FileMumber=11059-0] [

567 1ca282395c05dd5223b5400acd 5440480 146887acd9448 1a8c4 103955487 aa6e
8287 7b2a2aaTe3bdee 5c4 8464 1£26290cd787d46bE1 A5 dbbadEdas]]

3 TRAINING

Figure 14
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Amended Document

This process shows the steps and screens required for an attorney to
electronically file an amended document. To amend debtor schedules, refer to Section
6, Amended Schedules, in this Training Manual. To amend a plan or disclosure
statement, refer to Section 7, Reorganization. If you are amending a notice, docket the
pleading as a notice and choose the applicable prefix from the “pick list” in the Final
Docket Text screen. This module demonstrates the steps to amend a Motion for Relief

from Stay.
STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1.)
Figurel
STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

2 Click on the Other hyperlink.
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STEP 3 The CASE NUMBER screen displays (See Figure 3). The system
will display the number of the last case you accessed in this
session.
* If this is not the case in which you are filing the amended

document, delete this case number and enter the correct case
number using yy-nnnnn format.

* Click [Next] to continue.

3 TRAINING Database Area - Netscape
Fle Edt View Go Commumcator Help
< ¥ A B = = a @B &
Back Reload  Home  Search Melscape  Pint  Secuiy  Shop
7w " Bookmaiks & Location: [k b, ’ bin/k L_916_01 | @7 what's Related
e

File a Notice

Case Number

03-00085 99-17345, 199-b1 12345 01 1-99-bi- 12345

Next Clear.

F TRAINING

Figure3

STEP 4 The Event Type screen displays. (See Figure 4.)
* Select Amended Document.

* Click [Next] to continue.
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% TRAINING Database Area - Netscape

pe  Print  Secuity  Shop
| wf " Bookmarks & Locatior: [Fitps.//ect-rain.wvnb.uscourts. gov/ci-bindlogin pl? 287775221 276557-L_316_0-1 | @7 whats Related
=

Miscellaneous

2:03-ble-00085 Richard A Cotley and Christa B Corle

20 Largest Unsecured Greditors ~

Afficdavit
Amended Creditar Matrix (Fee

Amended Schedules Mo Fee Required

3
Certificate of Mo Objection b

Next Clear

Figure4
STEP 5 The Joint Filing screen appears. (See Figure 5.)
* If you are filing this pleading jointly with another attorney, click in

the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

* If this is not a joint filing, no further action is necessary.

* Click [Next] to continue.
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3 TRAINING Database Area - Netscape

&

6557L_916_01

Miscellaneous:
2:03-blc-00085 Richard A Corley and Christa R. Corde

I Toint fling with other attorney(s)

Next Clear

L TRAINING

STEP 6 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 6.)
* Click on the party filing the amended document.
* Click [Next] to continue.

#: TRAINING Database Area - Netscape

Miscellaneous:
2:03-bk-00085 Richard & Corley and Christa R, Corle:

Select the Party:

Corley, Christa R. [Debtor] AddiCreate Mew Party

Figure 6

STEP 7 The PDF DOCUMENT screen will then be presented.
(See Figure 7.)
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*

*

STEP 8

To associate the imaged document with this entry:

. Click [Browse]. In the File Upload window change Files
of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

. The system will enter the path and name of the PDF
document selected into the Filename field.

Click [Next] to continue.

Miscellaneous:

05-ble-000RS Rachard & Corley and Chnista K. Corler

Select the pdf document (For example: CA1$9cv501-21. pd)
Filename

[+ s _mvEilest Test Docuwment. pas

Attachments to Document: @ Mo ¢ Yec

Browse...

Clear

The Refer to Existing Event(s)? screen appears. (See Figure
8.) This screen reminds you to relate the amended document to
the original document.

Click in Refer to existing event(s)?
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* Click [Next] to continue.

3% TRAINING Database Area - Netscape

&

Miscellaneous:
2:03-ble-00085 Richard 4. Corley and Christa R, Corle

This is an AMENDED document. Relate this filing to the original document.

~ Refer to existing event(s)?

Next Clear

5 == Site Uels E e
r " Wordeerfect 10 - (... &) iz am

L TRAINING Database ...

Figure8
STEP 9 The Select the Category to Which Your Event Relates screen
appears. (See Figure 9.)
* Select motion.
* Click [Next] to continue.

Miscellaneous:
2:03-b1-00085 Richard A Corley and Christa B, Corle

Select the category to wiick your event relates.

Figure9

STEP 10 The Select the Appropriate Event(s) to Which Your Event
Relates screen appears. (See Figure 10.)
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* Select the appropriate document to link to the amended
document.

* Click [Next] to continue.

¥ TRAINING Database Area - Netscape

i
Reload  Home  Seach Metscape  Pint  Secur

5| " Bookmatks i Locstion: [nips: ecttiain wmb, s 90w/ 5 5557L_816_01 | @ Whats Related
f

Miscellaneous:

2:03-bl-00085 Richard 4. Corley and Christa R. Corle

Select the appropriate eveni(s) to witicl your event reiates:

™ O7/30/2003 6 Motion for Relief from Stay. Receipt Number CC, Fee Amount §75. Filed by
United National Bank. (Attorney2, Test)
™ 09/10/2003 8 Wiotion for Relief from Stay. Receipt Number CC, Fee Amount §75. with
Certificate of Service Filed by One Valley Bank. (attorney3, testaty)
(Termnated)
11 Motion to Avoid Lien of Associates Financial, Inc. Filed by Christa R. Corley,
Richard & Corley. (Aftorney2, Test)
10/10/2003 22 Motion for Relief from Stay. Receipt Number ce, Fee Amount §75. with
Certificate of Service Filed by General Motors Acceptance Corporation
(attorney3, testaty)

™ 10/01/2003

& == e R 12 ~Z
. &) 11116 am

STEP 11 The FINAL TEXT EDITING screen displays. (See Figure 11.)

* Insert language in docket text to reflect the document you are
filing. For this lesson, insert Motion for Relief from Stay.

* Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

L 2 To abort or restart the transaction, click on the Bankruptcy
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the
event.

* When the docket text is correct, click [Next] to continue.

WVN - Attorney Training Materials October 2003



CM/ECF Attorney Training Materials Amended Document - Page 8

¥ TRAINING Database Area - Netscape

Fle Edit View o Communicator Help

“ @ A 4 2 @ =S A @ @

Back Reload  Home  Seach Netscape  Fint  Secuiy  Shop
| " Bookmarks i Location: [hitps:¢/echtrain b uscourts. gov/cgi-bin/login pl?2677 75221 276557-L_916_0-1 ~| @7 what's Related
ez

EE F Bankruptcy . Adversary + Query ~+ Reports + Utlittes -+ Logout
Miscellaneous:

2:03-bk-00085 Richard A Corley and Christa B Corle

Docket Text: Modify as Appropriate.

Amended document(s) [£ion for Relief from Stay Filed by General Motors Acceptance Corporation (related
document(s)[22] Motion for Relief From Stay filed by Creditor General Motors Acceptance Corporation).
(attorney3, testaty)

Mext Clear

5 == Document: Dane EE Jdlh AR 2
o &) 11:254M

¥ TRAINING

Figure1l

STEP 12 The FINAL DOCKET TEXT screen displays. (See Figure 12.)

* Read the Attention!! message.

* If you are ready to submit this transaction click [Next].
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3 TRAINING Database Area - Netscape
File Edit Yiew Go Communicator  Help

< ¥ a4 4 =2 @ = &8 B

Back Reload Home Search  Metscaps  Print Security Shop

] @7 what's Related

Miscellaneous:
2:03-blc-00085 Richard & Corley and Christa R. Corle

Docket Text: Final Text

Amended document(s) Motion for Relief from Stay Filed by G eneral Motors Acceptance Corporation (related
document{s)[22] Motion for Relief From Stay filed by Creditor General Motors Acceptance Corporation).
(attorney3, testaty)

Attention!! Submitting this screen cormits this transaction. You will have no further opportunity to modify this
submission if you continue.

‘ext]|  Clear

&) 113340

Figure 12

STEP 13 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 13.)

* The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document.

* Clicking on the case number hyperlink will display the PACER
login screen. After logging into PACER, the docket report screen
will appear.

* Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

* To print a copy of this notice, click the browser [Print] icon or
button.
* To save a copy of this receipt, click File on the browser menu bar

and select Save Frame As.
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3 TRAINING Database Area - Netscape

Fie Edt View Go Communicator Help

<« ¥ 3 4 . W oS A @ @

Back Relbad  Home  Seach Melscape  Fint  Secuty  Shop

wif " Bookmarks i Location: https://ec-train wynb.uscourts.gov/corbinAogin ol 2287775221 276557-L_S16_0-1 | @7 What's Related

EE F Bankruptcy Query +  Reports +  Logout

Miscellaneous: 2
2:03-blk-00085 Richard A Corley and Christa R. Corle:

TU.S. Bankruptcy Court
Northern District of West Virginia
Totice of Electronic Filing

The following transaction was received from attorney3, testaty entered on 10/10/2003 at 11:34 AM EDT and filed en 10/10/2003
Case Name: Fichard A. Corley and Christa R. Cerley

Case Number: 2:03-bk-00085

Document Number: 23

Docket Text:
| Amended document(s) Motion for Relief fram Stay Filed by General Motors Acceptance Corporation (related document(s)[22] Motion for Relief From Stay fled
by Creditor General Motors Acceptance Corporation). (attorney?, testaty)

The following document(s) are assosiated with this transaction

Document description:Main Document

Original filename: Has_myfles\Test Document,pdf

Electronic document Stamp:

[STAMP bhecfStamp_D=088911880 [Date=10/10/2003] [FileMumber=11143-0]
[268874486874bd09c0 754 d5ab ebadc Sbe67a88d28c40b0aE7 1 dac6 25250875960 130
49227568 168749576 79 T0RdbA 53330430492k 46 536 14c651228678])

g == Document: Done o Uity AR S

Figure 13
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Certificate of Service

This process shows the steps and screens required for an attorney to
electronically file a certificate of service. This lesson will demonstrate the filing of a
certificate of service evidencing service of a brief.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1.)

Figurel
STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

3 TRAINING Database Area - Netscape [[WEE3
I] Bﬁ ; Hgd Fﬁ? Sﬁh Ne e ﬁ SE;[ 9 fEE
ngnnkmalks i Location: [ wrerb, 1 Bin/ A L_916 01 ﬂ@'whal‘sﬂeg
Bankruptcy Events

Answer/Response.

Appeal

Claim Actions

Creditor Maintenance
Tudge/Trustee Assignment
Idotions/Applications
Iotices

Open a BE Case

Other

Blan

T o

M TRAINING Database ... | | WordPerfect 10+ [Hi...

Figure 2

* Click on the Other hyperlink.
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STEP 3 The CASE NUMBER screen displays (See Figure 3). The system
will display the number of the last case you accessed in this
session.

* If this is not the case in which you are filing an answer, delete

this case number and enter the correct case number using yy-
nnnnn format.

* Click [Next] to continue.

Figure3
STEP 4 The Miscellaneous screen appears. (See Figure 4.)
2 Click on Certificate of Service.

* Click [Next] to continue.
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3% TRAINING Database Area - Netscape

&

L_a16_01

Figure4

STEP 5 The Joint Filing screen appears. (See Figure 5.)

* If you are filing this pleading jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

2

If this is not a joint filing, no further action is necessary.

* Click [Next] to continue.

518 01

Miscellaneous:
2:03-L1-00085 Richard & Corley and Christa R, Corle

I Toint filing with other arorney(s)

Mot Clear

Figure5

STEP 6 The SELECT PARTY screen appears and displays all of the

parties currently in the case. (See Figure 6.)
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L 2

Select the party filers. In this case you will select United National
Bank.

* Click [Next] to continue.

:

=] @1 what's Related

Miscellaneous:

2.03-bk-00085 Rivtiad A Corley aud Clrista B, Corley

Select the Party:

Figure 6

STEP 7 The PDF DOCUMENT screen displays.

3¢ TRAINING Database Area - Netscape

(See Figure 7.)

File Edit ¥iew Go Communicator Help

[l £ # 3 & = = @ :
H Bk Relaad  Home  Seach MNetscape  Pint  Secuity S
| Bookmarks A Location: [hitps: /7ect-train wnb useours. gov/ cgibinlogin. o 63961 9669128534 L_16_0-1

&

hop.

8 7|

Miscellaneous:

2:03-bk-00085 Richard A Corley and Christa . Corle:

Select the pdf document (for example: C1199cw301-21.pdf).
Filename

[ Browse...

Attachments to Document: # o © Yes

Mext Clear

Dane

37 TRAINING Databass ...

% Wordperfect 10 - [H:..,

&) 12zpm

Figure7
To associate the imaged document with this entry:

Click [Browse]. In the File Upload window change Files
of type: to All Files (*.*) Navigate to the directory where
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STEP 8

STEP 9

the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

. The system will enter the path and name of the PDF
document selected into the Filename field.

. Click [Next] to continue.

The Refer to Existing Event(s)? screen displays. (See Figure
8.)

Click in Refer to existing event(s)?

Click [Next] to continue.

P
Ts start [ i

Figure8

The Select the Category to Which Your Event Relates screen
appears. (See Figure 9.)

For this lesson, click on misc.
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NOTE: By holding down the Ctrl key and dragging your left
mouse

button down the entire list, all docket entries will appear on the

next screen.

* Click [Next] to continue.

- [ar )
Seach Netscape  Punt  Secuits

Bankruptey - Adversary Query - - utiiies -  Logout
Miscellaneous:
2:02 ble 00085 Richard & Corley and Chricta B. Corle:

\Swloct the category to winch your event relatas.

Mext Ciear

Figure9

STEP 10 The Select the Appropriate Event(s) to Which Your Event
Relates: screen appears. (See Figure 10.)

2 Select the applicable event. In this lesson, we are selecting
pleading number 13, Brief.

* Click [Next] to continue.

S TRAINING Databiass Area - Netsiaps

File Edit Wew Go Communicator Help

@ 2 A &4 » @ oS A B &

Reload  Home  Seach Netscsps  Pint  Secuiy  Shop

" Bookmarks Ak Lacation: [ups. /7ecitrain wenb USeaLts. G/ oG -binlogin. pI7a4eE 24| 2606 255L_316_0r 1

Miscellaneous: —
2:03-bk-00085 Richard A Corley and Christa R. Corle:

Seizct the appropriate event(s) to which your event relates:

[~ 07/25/2003 1 Chapter 7 Voluntary Petition. Keceipt Number CC, Fee Amount $200. Filed by
Richard & Corley., Christa R. Corley. (Attorney2, Test)

™ 09/08/2003 8 Schedules A-T Filed., Statement of Financial Affairs, Statement of Intent. Filed by
Test Attorney2. (Attorney2, Test)

10 Amended Schedules D, 5 and F with Amended IMatrix.. Receipt Iumber ce, Fee
mount $20. Filed by Christa R. Corley, Richard 4. Corley. (Attorney2. Test)

12 Affidavit Filed by Christa R. Corley, Richard 4. Corley (related document(s)[11]

Motion to Avoid Lien filed by Debtor Richard 4 Corley, Debtor Christa R.

Corley). (Attorney2, Test)

Brief Filed by United MNational Bank (related document(s)[11] Motion to Awoid

Lien filed by Debtor Richard A. Corley, Debtor Christa R. Corley). (attorney3,

Lestaly)

14 Brief Filed by Thnited National Bank: (related document(:)[11] Mation to Awvaid
Lien filed by Debtor Richard A. Corley, Debtor Christa R. Corley). (attorney3,
testaty)

15 Reaffinmation Agresment Detween Debtor and Tord Motor Credit. with affidavit or
declaration of counsel Filed by Christa R. Corley, Richard A. Corley. (Attorney2,
Test)

& == Document: Done

; &, 1avem

™ 09/28/2003

o

I~ 10/01/2003

o

W 10/02/2003

[}

o 10/02/2003

&

™ 10/07/2003

&

Figure 10
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STEP 11 The MODIFY DOCKET TEXT screen displays. (See
Figure 11a.)

2 Docket text may be added in the white box if applicable.

* A prefix may be added to the docket text by clicking on the down
arrow. (See Figure 11b.)

* Click [Next] to continue.

3 TRAINING Database Area - Netscape

Docket Text: Modify as Appropriate.

~| Certificate of Service Filed by United National Bank (related

document(s)[13] Brief filed by Creditor United National Bank). (attorney3, testaty)

Next Clear

ect 10-[Heer. | X TRAINING Database ... &) vsiem

Figurella
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STEP 12 The FINAL DOCKET TEXT screen displays. (See Figure 12.)

2 Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

* To abort or restart the transaction, click on the Bankruptcy
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the
event.

* When the docket text is correct, click [Next] to continue.

3% TRAINING Database Area - Netscape:

&

Miscellaneous:
2:03-bk-00085 Richard 4 Corley and Christa B, Corle

Docket Text: Final Text

Certificate of Service Filed by United National Bank (related document(s)[13] Brief filed by Creditor United
National Bank). (attorney3, testaty)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

fiiext | Clear

"% wordperfect 10 - [H:.

5 TRAINING Database

| wordperfect 10 - [H:. 3 TRAINING Database

Figure 11b

STEP 13 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 13.)

* The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document.
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* Clicking on the case number hyperlink will display the PACER
login screen. After logging into PACER, the docket report screen
will appear.

* Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

* To print a copy of this notice, click the browser [Print] icon or
button.
* To save a copy of this receipt, click File on the browser menu bar

and select Save Frame As.

¥ TRAINING Database Area - Netscape ==
File Edit View Go Communicator Help

€< 2 3 &4 2 @ < A B i

Back. Reload Hame Search  Netscape  Print Secuity  Shop

| @7 what's Related

Miscellaneous: 2
2:03-bk-00085 Richard A Cotley and Christa B. Corle

U.S. Bankruptcy Court
Northern District of West Virginia
f Motice of Electronic Filing
The following transaction was recerved from attorney3, testaty entered on 10f7/2003 at 1:40 PM EDT and filed on 10/7/2003
Case Name: Richard & Cetley and Christa B. Cotley

Case Number: 2:03-ble-00085
Document Number: 16

l|Docket Text:
Certificate of Service Filed by United National Bank (related document(s)[13] Brief filed by Creditor United National Bank). (attorney3, testaty)

The following document(s) are associated with this transaction:

Document deseription: Main Document

Original fllename:Hias_myfles\Test Document.pdf

Electronic document Stamp:

[STAMP becfStamp ID=988911880 [Date=10/7/2003] [FleNumber=11081-0] [
FabIb2bb11178c5be9b533b%830a5312d5a1b316c4c7cdcal 36fT04e5d4 136082ddedd
8e0afd9979e894b0bee022 14 ecdbB3Bb40Beacd 9id07hd173d168dbar]]

2:03-hk-000R85 Watire will he electranically mailed tn: v
8 == Document: Done e N o = Y

% WordPerfect 10-[Hi. 3 TRAINING Databass ...

Figure 13
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Memorandum
In Support/Opposition

This process shows the steps and screens required for an attorney to
electronically file a memorandum of law. This lesson will demonstrate the filing of a
memorandum in opposition to a motion to avoid lien.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1.)

Figurel
STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

3 TRAINING Database Area - Netscape [[WEE3
I] Bﬁ ; Hgd Fﬁ? Sﬁh Ne e ﬁ SE;[ 9 fEE
ngnnkmalks i Location: [ wrerb, 1 Bin/ A L_916 01 ﬂ@'whal‘sﬂeg
Bankruptcy Events

Answer/Response.

Appeal

Claim Actions

Creditor Maintenance
Tudge/Trustee Assignment
Idotions/Applications
Iotices

Open a BE Case

Other

Blan

T o

M TRAINING Database ... | | WordPerfect 10+ [Hi...

Figure 2

* Click on the Other hyperlink.
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STEP 3

The CASE NUMBER screen displays (See Figure 3). The system

will display the number of the last case you accessed in this
session.

If this is not the case in which you are filing an answer, delete

this case number and enter the correct case number using yy-
nnnnn format.

Click [Next] to continue.

Miscellaneous

Case Number

Figure3

The Miscellaneous screen appears. (See Figure 4.)

Click on Brief.

Click [Next] to continue.

3% TRAINING Database Area - Netscape

Mext Clear

3% TRAINING Datsbase &) uisen

Figure4
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STEP 5 The Joint Filing screen appears. (See Figure 5.)

* If you are filing this pleading jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

2 If this is not a joint filing, no further action is necessary.

* Click [Next] to continue.

Miscellaneous:

2:03-L1-00085 Richard & Corley and Christa R, Corle

I Toint filing with other arorney(s)

Figure5

STEP 6 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 6.)
* Select the party filers. In this case you will select United National
Bank.

* Click [Next] to continue.
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Flie Edi view

U & @ P - = @ @ @\
b Fame  Seach Meucape Fim _ Seouiv  Shen
7| Bookmarks i Location:|| . FiE_0-1 =] @ what's Related

Miscellaneous:
2.03-bk-00085 Rivtiad A Corley aud Clrista B, Corley

Select the Party:

Corlo, Christa B[Dobtor] A4/ Create New Party
Zarley, Richard A [Debior]

Cne Valley Bank, [Creditor]

United Maliunal Burik, [Credilur]

United States Trustes, [U.S. Trustee]

et | Gloar

FE TRAINING

Figure 6

STEP 7 The ATTORNEY/PARTY ASSOCIATIONS screen appears. (See
Figure 7.)

HE TRAINING Database Area - Netscape
Fle Edit View Go Communicator Help

[ 2 = 3 4 = < 8 B @
Back Feload  Home  Seach Metscape  Print  Secuty  Shop
wif " Bookmarks i Location: hitps://ecf-tiain wvnb.uscourts. 91601 | @07 What's Ficlate

Miscellaneous:

2:03-bl-00085 Richard 4. Corley and Christa R. Corle

The following attomey/fparty associations do not exist for this case
Please check which associations should be created for this case:

I~ United National Bank, (pty-er) represented by attorney3, testaty (aty)

Next Clear

= [~ Document: Done A o )

Figure7

4 Click the box to establish the association between you and
United National Bank in this case.

* Click [Next] to continue.

STEP 8 The PDF DOCUMENT screen displays. (See Figure 8.)
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3 TRAINING Database Area - Metscape [BEE
File Edit ¥iew Go Communicator Help
| < ¥ A 4 a = a 8 &
H Bk Reload  Home  Seach Metscaps  Pint  Secuity  Shep
| Bookmarks A Location: [hitps: /7ect-train wnb useours. gov/ cgibinlogin. o 63961 9669128534 L_16_0-1 | @37 Whats Related

Miscellaneous:

2:03-bk-00085 Richard A Corley and Christa . Corle:

Select the pdf document (for example: C1199cw301-21.pdf).

Filename

[ Browse...

Attachments to Document: # o © Yes

Mext Clear
& == Document: Done

iy start | ™ aniasw Box.. | 8 Lotus Orgarizer - [my... 3 TRAINING Datshass

Figure8

* To associate the imaged document with this entry:

. Click [Browse]. In the File Upload window change Files
of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

. The system will enter the path and name of the PDF
document selected into the Filename field.

. Click [Next] to continue.
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STEP 9 The Refer to Existing Event(s)? screen displays. (See Figure
9)
2 Click in Refer to existing event(s)?

* Click [Next] to continue.

3% TRAINING Database Arca,hotocape

utiiies

Miscellaneous:
03-blc-00085 Fichard A Corley and Christa R, Corle:

I~ Refer to existing event(s)?

Mot Cloar

Figure9

STEP 10 The Select the Category to Which Your Event Relates screen
appears. (See Figure 10.)

* For this lesson, click on motion.
NOTE: By holding down the Ctrl key and dragging your left
mouse
button down the entire list, all docket entries will appear on the
next screen.

* Click [Next] to continue.
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5 TRAINING Database Area - Netscape

Fle Edit view Go Communicator Help

= =]
|- <« & A 4 = < & B8
Back Feload  Homs  Search Netsoaps  Prnt  Secuity  Shop
% w§ " Bookmarks A Location: ttps: /echtrain wunb scourts. pI?750327308501674-L_916_0-1 | @7 what's Related

Miscellaneous:
2:03-bk-00085 Richard 4 Corley and Christa B. Corle

Select the categary to which your event relates.

Type  ~

aaaaaa

aims

misc
notice &

et Clear

Figure 10

STEP 11 The Select the Appropriate Event(s) to Which Your Event

Relates: screen appears. (See Figure 11.)

Select the applicable event. In this lesson, we are selecting the
Motion to Avoid Lien.

* Click [Next] to continue.
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=
& ah = @ @ @&

b uscour PIP750327308501 674L_916_0-1 ] @ what's Related

rrrrrr
iscellaneous:
ble-00085 Richard &, Corley and Christa R, Corle:

Select the appropriate event(s) to which your event relates:

I~ 0743042003 & Motion for Relief from Stay. Receipt Number CC, Fee Amount $75. Filed by
United National Bark. (Attorney2, Test)
I 0%/1042003 2 Motion for Relief from Stay. Receipt Nurmber CC, Fee Amount $75. with
Clortific cc Filed Walley Bank. (attorney3, testaty)
11

~  10/01/2003

Nowt| cloar

1 IMotion ien af A o5 Financial, nc. Filed by Christa R. Corley,
Richard A Corley. (Attorney2, Lest)

# TRAINING Database ..

Figure1l

STEP 12 The MODIFY DOCKET TEXT screen displays. (See Figure
12a.)

* Docket text may be added in the white box.

* A prefix may be added to the docket text by clicking on the down
arrow. (See Figure 12b.)

* Click [Next] to continue.
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STEP 13

*

Miscellaneous:

2:03-bl-00085 Richard & Corley and Christa R. Corle

Docket Text: Modify as Appropriate.

[ =] Brief | Filed by United National Bank (related document(s)[11]
rareed “ILien filed by Debtor Richard A. Corley, Debtor Christa R. Corley). (attorney3, testaty)

7575 et - Netscape B TRAINING Database . | % Anita Swaton - Inbo

Figure 12a

The FINAL DOCKET TEXT screen displays. (See Figure 13.)

Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

To abort or restart the transaction, click on the Bankruptcy
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the
event.

When the docket text is correct, click [Next] to continue.
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H = . = & @ @ .
I waf” Bookmarks s Location] b, z 17750327 308501674 L_916. 01 =] @ whats Related

Miscellaneous:

2:03-bk-00085 Richard A. Corley and Christa R. Corle:

Docket Text: Final Text

Brief Filed by United National Bank (related document(s)[11] Motion to Aveid Lien filed by Debtor Richard A.
Corley, Debtor Christa R. Corley). (attorney3, testaty)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

{hext ] Clear

Y TRAINING Database

STEP 14 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 14.)

* The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document.

* Clicking on the case number hyperlink will display the PACER

login screen. After logging into PACER, the docket report screen
will appear.

* Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

* To print a copy of this notice, click the browser [Print] icon or
button.
* To save a copy of this receipt, click File on the browser menu bar

and select Save Frame As.
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TRAINING Databas Area - Netscape <]

Fie Edi View Go Communicator Help
& # 3 & - & 3 a8 @
7w Bookmarks . Location: [rttps:#/echtain wnb uscourts.gov/cai-bin/login pI7750327 308501 674-L_a16_0-1 | @37 what's Related

Back Reload  Home  Search Netscape  Prirt  Secuity  Shap

Miscellaneou
2:03-bk-00085 Richard A, Corley and Christa B, Corle

U.S. Bankruptcy Court
Northern District of West Virginia

Notice of Electronic Filing

The following transaction was received from attorney3, testaty entered on 10/2/2003 at 2:57 PM EDT and fled on 10/2/2003
Case Name: Richard A. Corley and Christa R. Corloy

Case Number:  2:03-bk-00085

Document Number: 13

Docket Text:

Brief Filed by United National Bank (related document(s)[1 1] Motion to Aveid Lien Sled by Debtor Richard A, Corley, Debtor Christa R, Corley). (attorney3,
testaty)

The following d <) are 1 with this

Document description: Main Document

Original filename: Has_myfiles\Test Document pdf

Electronic document Stamp:

[STAMP blecfStamp_ID=928911880 [Date=10/2/2003] [FileNumber=11065-0] [
19b5be7Peef3a0f2836 246380860 17 1a2adaedad 3643 3fadb 4a5f 149752 4bic 04
2595a7d87T7c73eb643d6M7fdd2d e 7c678edaf2 f19bb]]

Documernt: Dane

Figure 14
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Reaffirmation
Agreement

This process shows the steps and screens required for an attorney to
electronically file a reaffirmation agreement.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1.)

Figurel

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

3 TRAINING Database Area - Netscape [[WEE3
Fle Edt View Go Communicator Help

[ £ 5 3 & » & = a 8 &
ach Eloar orme: earch etscape rint

7w Bookmaks & Location: [ht wrenb. 1 bin/ 4L_916_0-1 —| @7 what's Related

Bankruptey Events

Answer/Response.
Appeal

Claim A ctions

Creditor Maintenance.
Tudge/Trustee Assignment

Idotions/Applications
Motices

Open a BE Case

Other
Dlan

Figure 2

* Click on the Other hyperlink.
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STEP 3 The CASE NUMBER screen displays (See Figure 3). The system
will display the number of the last case you accessed in this
session.

* If this is not the case in which you are filing an answer, delete

this case number and enter the correct case number using yy-
nnnnn format.

* Click [Next] to continue.

(=]
Miscellaneous

Case Number

Figure3
STEP 4 The Miscellaneous screen appears. (See Figure 4.)
* Click on Reaffirmation Agreement.

* Click [Next] to continue.

5{ TRAINING Database Aren - Hetscape.

i3 i o G e e o s Bm
[ waé Bookmarks & Locstion] v o
(s

35L 916 01 =] @0 whats Related

Miscellaneous

2.03-0k-00085 Richend A, Corley and Chuista B Corle

V4 start &

Figure4
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STEP 5 The Joint Filing screen appears. (See Figure 5.)
* If you are filing this pleading jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

* If this is not a joint filing, no further action is necessary.

* Click [Next] to continue.

Figure5

STEP 6 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 6.)

* Select the party filers. In this case you will select the debtor(s).

* Click [Next] to continue.
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=% TRAINING Database Area - Netscape

E

85L_a16_01

Miscellaneous:

203-hle-000RS5 Richard A Corley and Christa B Clorle

Select the Party:

AddiCreate Mew Party

Figure 6

STEP 7 The PDF DOCUMENT screen displays.

3¢ TRAINING Database Area - Netscape

(See Figure 7.)

Fle Edit ¥ew Go Communicator Help

Hii\a.’&ad@@fﬁ

Back Reload  Home  Seaich Netscape  Piint

| Bookmarks A Location: [hitps: /7ect-train wnb useours. gov/ cgibinlogin. o 63961 9669128534 L_16_0-1 | @37 Whats Related

Miscellaneous:

2:03-bk-00085 Richard A Corley and Christa . Corle:

Select the pdf document (for example: C1199cw301-21.pdf).
Filename

[ Browse...

Attachments to Document: # o © Yes

Mext Clear

& == Document: Done

3 TRAINING

&) 12zpm

Figure7

To associate the imaged document with this entry:

Click [Browse]. In the File Upload window change Files
of type: to All Files (*.*) Navigate to the directory where

the appropriate PDF file is located and select it with your
mouse.
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STEP 8

STEP 9

*

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

. The system will enter the path and name of the PDF
document selected into the Filename field.

. Click [Next] to continue.

The following screen displays. (See Figure 8.)

03-blk-00085 Richard 4. Corley and Christa R. Corle

"With Whom?

"With Affidavit or Declaration of Counsel? y or n:

Next Clear

Insert after With Whom? the party with whom the debtor(s) are
reaffirming.

Insert y or n after With Affidavit or Declaration of Counsel?
Click [Next] to continue.
The MODIFY DOCKET TEXT screen displays. (See Figure 9.)

Docket text may be added in the white box.
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* Click [Next] to continue.

utiities.

Miscellaneous:
03-bl-00085 Richard A Corley and Christa R, Corle

Docket Text: Madify as Appropriate.

Reaffirmation Agreement Between Debtor and Ford Motor Credit.

with affidavit or
declaration of counsel Filed by Christa R. Corley , Richard A. Corley . (Attorney2, Test)

Mext| _clear

¥ TRAINING Database R 1131 A

STEP 10 The FINAL DOCKET TEXT screen displays. (See Figure 10.)

* Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more

times to access the screen on which the error was made, and
correct the error.

L 2 To abort or restart the transaction, click on the Bankruptcy
hyperlink on the CM/ECF Main Menu Bar. Although this can be

done at any time, this is your last opportunity to change the
event.

* When the docket text is correct, click [Next] to continue.
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STEP 11

*

3 TRAINING Database Area - Netscape

2

2:03-bk-00085 Richard & Corley and Christa R, Corle

Docket Text: Final Text

Reaffirmation Agreement Between Debtor and Ford Motor Credit. with affidavit or declaration of counsel Filed by
Christa R. Cotley, Richard A. Corley. (Attorney?2, Test}

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

(e Clear

$# TRAINING Database . &) 1z an

Figure 10

The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 11.)

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document.

Clicking on the case number hyperlink will display the PACER
login screen. After logging into PACER, the docket report screen
will appear.

Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

To print a copy of this notice, click the browser [Print] icon or
button.

To save a copy of this receipt, click File on the browser menu bar
and select Save Frame As.
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3% TRAINING Database Area - Netscape

File Edb Wiew Go Communicator Help
2 ¥ @ @& - = @ @ @
Back Feload  Home  Search Mefscape Pt Secuity  Shop
wif " Bookmarks M Location: | wnb. o Pl 95.L_516_0-1 < | @7 what's Related

203-bk-00085 Richard A Corley and Christa R. Corle

U.S. Bankruptcy Court
Northern District of West Virginia
Motice of Electronic Filing

The following transaction was received from Attomey2, Test entered on 10/7/2003 at 11:26 AN EDT and filed on 10772003
Case Name: Richard A& Corley and Christa B Corley

Case Number: 2:03-bk-00035

Document Number: 15

Docket Text:
Reaffirmation Agreement Between Debtor and Ford Motor Credit. with affidavit or declaration of counsel Filed by Christa R. Corley, Richard A. Corley,
(Attormey2, Test)

The following d =) are 1 with this

Document description:}Main Document

Original filename: H\as_myfiles\Test Document pdf

Electronic document Stamp:

[STAMP bleectStamp_ID=988911880 [Date=10/7/2003] [FileMumber=11074-0] [
BadeTe004cfeeObeeTec568b68d9d 1 9ed 62fe25c5b 19219 5dM6Ea12041583ca36 39824
00fdaB6 1a5d35808874646ee7a0d38c 97 7alfE 1d38b 1896 350e4c4]]

& == Document: Done i AD ED) 2

Figure1l
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Adversary Case Opening

Opening an Adversary proceeding involves entering the necessary information
regarding the plaintiff, defendant, and basic statistical data. The complaint is
incorporated into this process and will not need to be docketed separately. During the

filing of this event (unlike the opening of a Bankruptcy Case), the attorney for the
plaintiff must select himself/herself at the attorney selection screen.

STEP 1 Click the Adversary hyperlink on the CM/ECF main menu bar.
(See Figure 1.)
]
Bankruptcy + Adversary + Query s+ Reports + Utiities + Logout ?
Figurel
STEP 2

Click on the Open AP Case hyperlink displayed on the
ADVERSARY EVENTS screen. (See Figure 2.)

Idotions

Motices
Open an AP Case
Open an MP Case

T

& == e T IR
4 start I anita = Lo er - [y SR fect 10 - [H:... L TRA ase

Figure 2
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STEP 3 The CASE DATA screen displays. (See Figure 3.)

3% TRAINING Database Area - Netscape

Date filed 8/29/2003

Complaint [y~
Mext Clear

* The case number will be generated at the end of this process.
Make sure you take note of it on the final screen.

* From the drop-down menu for Office location, select the correct
Office based upon the county in which the debtor resides. The
bankruptcy case also reflects this Office location. Select
Clarksburg for 1, Elkins for 2, Martinsburg for 3 and Wheeling for
5.

* The Case Type value is ap for adversary proceeding. There is
no other selection

* The current date is displayed next to Date Filed.
* The Complaint field signifies the lead event for this proceeding. If
you are filing something other than a complaint such as a Notice

of Removal, select (n) for no.

& Click [Next].
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STEP 4 The PARTY SEARCH screen appears. (See Figure 4.)

4 Before adding a party, it is recommended that one search the
database for the party. One can search by Social Security
Number, Tax Identification Number, Last Name or Business
Name. It is recommended that you add parties to the case in the
following order: plaintiffs, defendants, then interested parties as
applicable.

. Enter the last name of the party to be searched. If this is a
business filing, enter the first word of the name to search
the database. The entire business name is stored in the
Last/Business name field. The field size is 200

characters

Search Hints:

o Enter one field of data for each search.

. Format Social Security Number or Tax ID with hyphens.

. Include punctuation. (O’Brien, Zeta-Jones)

. Try alternate search clues if your first search is not successful.

. Partial names (minimum of two characters) can be entered.

. Wild cards (*) are not required at the end of search strings.

. Wild cards may be used before or within search strings. (*son, Gr?y)

. Do not search only by the asterisk * itself.
4 Enter the plaintiff's last/business name and click [Search].
NOTE: Do not use the asterisk * by itself as search criteria. If just

the asterisk is used, the entire database will be searched
and require unnecessary systems resources and may
degrade response time.
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TaxTd |

= 3 it ven_ao cm 3
T4 start e = [ am i orim rgrrer [my... |, et 101 [ EE—— 5

Figure4

STEP 5 The SEARCH RESULTS screen appears. (See Figure 5a.)

32 TRAINING Dotabase Aren - hetscape

<] @7 what's Related

Search for a party
ssN | TaxId
Last/Business name

Search | Cloar

Select name from list Create new party

i4 start [ ani

Figure 5a

NOTE: If the designated party was already on the database, the
Party Search Results screen would provide a listing of
parties matching your search criteria. In that situation you
would select the party by highlighting the name with your
mouse and click on the [Select Name From List] button.
(See Figure 5b.) Then proceed to Step 6.
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e Wit & g

reri usoout: <] @ whats Related

—
Bankruptcy 5 Adversary + Query -  Reports - - +  Logout 2
Search for a party
SSW | TaxId |

Last/Business name
Search | Clear

Party search results

Cnr\ei, Christa R

Select name from list | Create new party

Y TRAINING &) 1s1PM

Figure 5b

OR

* If the system does not find the party with the search criteria
entered, it will display a message No person found. (See Figure
5c.)

Last/Business name |
search | Claar

Tarty search results

Figure 5c
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* Click Create New Party to add party to the case.

STEP 6 The PARTY INFORMATION screen appears. (See Figure 6.)

3T TRAINING Database Area - Netscape
File Edit Wew Go Communicator Help

& & a @

Reioad  Home  Seaich  Netscape

7wl " Bookmarks & Location: [hitps: / ecttrain menb. uscourts.

Party Infc on
Richard A. Corley  SSN:Usimoun

Office | Address 1 [1z Indian Estates
Address2 | Address3 |

City [vheeling State [vv  Zip [26003

County [Ohic =] Cowntay |

Phome [ Fax [

E-mail |

ProSe [no <] Role [blank (blank:) =
Party text |

Add all attomeys and aliases before

Astomey.. | _Mias.. | Redew.. | G

Submit Cancel | Clear

NOTE: If you have selected a party from the party list, you will not be
able to change the social security number/tax id number field,;
however, you will be able to modify other field information.

* Enter or verify the plaintiffs Name and Tax ID or SSN

information.
* Enter or verify/modify address and county information.
* ProSe should remain at the default no.

* Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Plaintiff.

* The Party Text field is used for further party description, such as
A California Corporation or Executor for the Estate of.... This
information will appear on the caption of the docket report
immediately after the party’s name.

* Click on the [Attorney] button on the PARTY INFORMATION
screen. (See Figure 6.)
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STEP 7 For adversary openings ONLY, you will need to add yourself as
the attorney representing the plaintiff(s).

* Your attorney record already exists on the court’s database in an
attorney roll that is maintained by court staff.

The ATTORNEY SEARCH screen allows you to retrieve your

attorney record by Last Name (or partial Last Name.) (See Figure
7)
* Enter your last name

* Click on [Search].

STEP 8 The ATTORNEY SEARCH RESULTS screen will display all the
matches for the search clue you entered. (See Figure 8.)

13965171_916_0-1

Shop

Logout

BarId

Attorney search result:

| Fluharty, Thomas H

Selert name o imt | Sy Gy

13

516 01 ] @5 whats Related

Search for an attorney

Bar Id
Last name
Search | Clear

Figure7
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* Click to highlight the attorney name

* Click [Select name from list] to continue and add yourself as the
attorney for the party

NOTE: If you are representing multiple parties, you will need to
add yourself as the attorney for each plaintiff-party you are
representing.

STEP 9 The ATTORNEY INFORMATION screen displays the master
attorney record from the court attorney roll. (See Figure 9.)

¥Z TRAINING Database Area - Netscape

| @ what's Related

Attorney Information (Party Corley, Richard A)
Thomas H. Fluharty Bar Id:Unknown Bar Status:Unimown

offiee | Address 1 [408 Lee Avenue
Address2 [ Address3 |
City [Clackebura State [
Zip [zesor Comty |
Phone [s04-s2a-7832 Fax [

E-mail Lead attorney [yes

Click the Add sttomey or Cancel attomey button to retum to
Add attomey | Cancel attomey | Clear | the Party screen and add other attomeys, add aliases, or
submndt all information For this party

R 3i01PM

Figure 9
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* Your attorney record can accommodate only one address. If the
address for this case is different, make the changes to this
screen. This will change professional and mailing information
FOR THIS CASE ONLY.

* After verifying this information, click [Add Attorney] to associate
this record with your plaintiff.

* The main PARTY INFORMATION screen again appears. (See
Figure 10a.) At this time you could click on the [Review] button to
verify attorney and alias information for this party. Figure 10b
shows how this information is displayed.

3 TRAINING Database Area - Netscape

Fille Edit View Go Communicator Help

€< @ A & . m = B B @
Back Reload  Home  Search Netscape  Print  Secwity  Shop
7| i Bookmaks b Location: [hitps://echtrain wunb uscoutts gov7egrbin/login pl?744487101396517-L_516_0-1 ~| @7 What's Related
[

Party Information
Richard A. Corley  SSN:Unknown
Office | Address 1 |1z Indian Estates
Address2 | Address3 |
City [Wheeling State [rv Zip [z6003
County [Ohio =] Counwy |
Phone | Fax |
E-mail |
ProSe [no  ~ Role [Plaintiff (pla: pty) 3
Party text |
Attomey. . | _Aias. | _Reew | A2 tormers s s o
Subrait | Ganeel | Clear |
& == Document: Done B S = o = B
ct 10

¥ TRAINING Database ...

Figure 10a
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2 Click on [Return to Party screen].
2 When the Party Information screen appears again, click [Submit]
STEP 10

The PARTY SEARCH screen will appear again Repeat Steps 4-9

until all Plaintiff(s), Defendant(s), or other interested parties have
been added to the system. (See Figure 11.)

&

1396517-L_316_0-1

Security  Shop

<] @ whats Related

Open Adversary/MP Case

Search for a party
SSN |
Last/Business name
Search Clear

TaxId [

End party selection

i en oD (D 2
¥ TRAINING Database ...

©2 start Es

Figure 10b

e s @ ED 2
¢ TRAINING Datsbass .

L 4 When adding a defendant, do not associate an attorney for the

defendant. The attorney for a defendant will be added to the
case upon the filing of an answer.
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4 Select the appropriate party role for each party you are adding.
* When all parties have been entered, click on [End Party
Selection].

STEP 11 The ADVERSARY STATISTICAL screen appears.
(See Figure 12a).

Open Adversary/MP Case

Party code [IU.S notaPay =

Nature of suit [424 (Obj/Revacation Discharge 727)

Origin [1 Original Proceeding

Transferdate |

Rule 23 (class action) [n _~|
Jury demand [None -]
Demand ($000) [

e 10-[n 3 TRAINING Database ..,

Figure 12a

2 Unless the US is a plaintiff or defendant in your case, accept the
default US not a Party as shown in Figure 12b.

3 U5 not a Party j

1115 is a Plaintiff
215 is a Defendant
3 S not a Party
Figure 12b
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2 Click the down arrow to reveal the list of Nature of Suit options.
Click to highlight the nature of suit that applies to the instant
case. Only one Nature of Suit option can be selected. (See
Figure 12c.).

424 (ObjfRevocation Discharge 727 LI

424 (ObjfRevocation Discharge 727
A26 (Dischargeability 523)

43534 (Injunctive Relief)

A35 Malidity/Priarity/Extent Lien
454 (Recover WMoney/Property]
455 (Rewvoke Flan Confirmation)
A5 (Declaratory Judgment)

457 (Subordinate Claimdinterest)
A58 (Approval For Sale)

459 (Application For Rermowal)
A998 (Other Action)

Figure 12c

NOTE: If there are multiple suites and one is a 727 Objection to
Discharge, it is important to enter 424 as the Nature of
Suite here.

2 The Origin code defaults to original proceeding. (See Figure 12d.)
Accept the default. Other values are:

1 Original Proceeding h

4 Reinstated/Reopened
5 Other District Trans In

Figure 12d
2 Enter a Transfer Date if applicable.
4 Click the down arrow to reveal the list of Rule 23 (Class Action)

options. The default is n for no. Change the default to y only if
this is a Class Action suit.

4 Click the down arrow to reveal the list of Jury Demand options.
Those options are Both, Defendant, None, or Plaintiff. The
default in the Jury Demand box is n (None). If you are requesting
a jury trial in your attached complaint, so indicate in this field. (See
Figure 12e.)

WVN - Attorney Training Materials August 2003



CM/ECEF Attorney Adversary Case Opening - Page 13

‘Both
Defendant
Mone
Plaintiff

Figure 12e

* Demand: If there is a dollar demand in the complaint, enter the
amount in thousands to the nearest thousand. For example, if
the Dollar Demand is $4550, $5,000, or $5499, you would enter 5
for $5000, leaving off the 000. Do not use dollar signs or
commas.

* Verify the data on your screen and then click [Next].

STEP 12 The Add Associated Cases screen appears. (See Figure 13a.)

Open Adversary Case

Add Associated Cases

Member case number
Lead case number

Association type |Adversary -1

Moxt Cloar

“d start e

Figure 13a

* Enter the Lead Bankruptcy Case Number in yy-nnnnn format,
including the hyphen.

NOTE: If the case number is invalid or if the lead case does not
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reside on this database, an error message, “YY-NNNNN
is not a valid case. Please enter a valid value.” is
generated. You will not be able to proceed with the case
opening process. Research the reason for the error.

If you do not enter any number in the Lead Case Number
field, the system will allow you to proceed with case

opening.
* The Association type defaults to Adversary. Other selections
are Consolidated, Jointly Administered, and Related. Leave the
default.

* Click [Next] to continue. (See Figure 13b.)

ssociated Cases

er s

STEP 13 The PDF DOCUMENT SELECTION screen displays. (See Figure
14a.)
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3% TRAINING Database Area - Netscape.

10139651 7L_916_0-1

Open Adversary/MP Case

Select the pdf document (for example: C:\199cv501-21.pdf)
Filename

[fHivas_myfiles\Test Complaint.wpd Browse...

Attachments to Document: & No © Yes

Mext Clear

* To associate the imaged document with this entry, select the PDF
filename of the complaint you are filing.

. Click [Browse]. In the File Upload screen change Files of
type: to All files(*.*) then navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click [Open] on the File Upload dialogue box.

4 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box. (See Figure 14a.)

* The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)
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* Click [Next] to continue.

STEP 14 The FILING FEE screen will display prompts for fee and receipt
information. (See Figure 15.)

% TRAINING Database Area - Netscape
P Gl view Gu

COURT USERS ONLY: If this is a 727 Objection to Discharge, Set 7270BJ Flag Wext.

Please Enter: A Receipt Number or CC for Credit Card or O for Other Payment.

Fecept # Fee: $150

NOTE: You may see a displayed message such as the one in
figure 15 for COURT USERS ONLY: Disregard this
message.

* You will not know what the Receipt # is. Enter CC in the Receipt
# field to indicate payment by Credit Card. If no fee is required,
enter N/A.

* The Fee Amount defaults to the amount of the complaint filing
fee, $150.00.

* Click [Next] to continue.

STEP 15 The Docket Text: Modify as Appropriate screen displays. (See
Figure 16.)

* Click the down arrow to display the prefix options. Select a
descriptive prefix, if it is appropriate.

L 2 If necessary, add detail to the final text.

& Click [Next].
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¥ TRAINING Database Area - Netscape

a 2 =% @& €
Rebad  Flome  Sear Fi  Soamp S
| Bookmaks & Locaton [Fips rreciian Tcgibiiogi p177484571 0139551 7L_516_01 =] @3 Whats Felaed

- Logout
Open Adversary/MP Case

Docket Text: Modify as Appropriate.

A ~| complaint by Richard A. Corley against SallieMae Servicing .

NOS: 426 (Dischargeability 523). Receipt Number O, Fee Amount $150 . (Attorney2, Test)

Next Clear

Y TRAINING Database

STEP 16 The FINAL DOCKET TEXT screen displays.

* Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

* If any part of it is incorrect, click the browser [Back] button to

return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

NOTE: When an adversary case is opened, the complaint
information is spread over to the main bankruptcy
case. (The case number does not appear in the docket
text.)
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When the judgment is rendered, the ruling will also
spread over to the main bankruptcy case.

NOTE: To abort or restart the transaction at any time up until the
final docket text screen, click the Adversary hyperlink on
the Menu Bar.

STEP 17 The NOTICE OF ELECTRONIC FILING screen appears.

4 The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document. (See Figure 17.)

4 The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.
The case number of both this adversary and the lead
bankruptcy case appear. This indicates that this complaint
entry has spread to the bankruptcy case and will be available to
anyone reviewing the Bankruptcy Docket report. The hyperlink to
the imaged PDF complaint is also accessible from the bankruptcy

case.
4 To print a copy of this notice, click the browser [Print] icon.
4 To save a copy of this notice, click [File] on the browser menu

bar and select Save Frame As.

4 Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,
a bullet appears next to the document number of the event on the
docket report. Clicking on this bullet will display a copy of this

notice.

4 When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

***NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.
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TRAINING Database Area - Netscape

Fie Edt View Go Communicator Help

2 & B A . @m oS B B B

Back Reload  Home  Seaich MNetscape  Pint  Secuity  Shop
i ” Bookmarks

Location;: [http: b, ts. gin.pI?61 097174251 6226-L_916_0-1 =] @& what's Related

Cpen Adversary Case

U.S. Bankruptcy Court
Northern District of West Virginia
Motice of Electronic Filing

The following transaction was received from Attorney?2, Test eatered on 7/30/2003 at 10:06 AM EDT and filed on 7/30/2003
Case Name: Corley w. SallieMae Servicing

Case Number: 1.03-ap-00047

Document Number: 1

Case Name: Richard A Corley and Christa B. Corley
Case Number: 2:03-ble-00085

Document Number: 5

Docket Text:
Commplaint by Richard A. Corley against SalliehMae Servicing. NOS: 426 (Dischargeability 523). Receipt Mumber O, Fee Amount $150. (Attomney2, Test)

The following d =) are 1 with this

Document description:Main Document
Original filename:Has_myfles\Test Document pdf

Electronic document Stamp:

[STAMP bkectStamp_ID=9889 11880 [Date=7/30/2003] [FileMumber=9582-0] [2
c7243860cb932a0F7 902266 7E27F1292e75378d74 200 55e£7 Teaba T 52583 1831756520
Tae2de03359ecf7balB8dc2805ccB8248be2 7679466 Fad73dc0dB4c627]]

'Document description:Izin Document

& == Gocument: Done e e e

Figure 17
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Answer to Complaint

This process shows the steps and screens required for an attorney to
electronically file the answer to a complaint in an adversary case.

STEP 1 Click on the Adversary hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)

Figurel

STEP 2 The ADVERSARY EVENTS screen displays. (See Figure 2.)

% TRAINING Database Area - Netscape.

Open an MP Cazse

& = Document : Done G ek SP E N2

Figure 2

4 Click on the Answers hyperlink.

STEP 3 The next screen lists two menu selections for Answers.
(See Figure 3.)
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NOTE:

STEP 4

3% TRAINING Database Area - Netscape.

- T 3

a Reload  Home letscape ink Secui op.
/| Bookmarks b Location:]

& == Document: Done T = R

Figure3

Motions/Applications, refers to documents filed in response to a
motion or application, such as an objection, reply or response.

Complaint, 3rd, cross, counter refers to documents which are
answers to a complaint, third-party complaint, cross-claim, or
counterclaim.

We are docketing the answer to the original complaint, so click on
Complaint, 3rd, cross, counter.

Third-party complaint, cross-claim, and counterclaims are
covered later in Step 10.

The CASE NUMBER screen displays (See Figure 4). The system
will display the number of the last case you accessed in this
session.

If this is not the case in which you are filing an answer, delete
this case number and enter the correct case number using yy-
nnnnn format.

Click [Next] to continue.

WVN - Attorney Training Materials September 2003



CM/ECF Attorney Training Materials AP Answer to Complaint - Page 3

¥ TRAINING Database Area - Netscape

[E8(=1[3]

| @7 What's Related

—
Bankruptcy o Adversary +  Query Reports -  uUtiities -  Logout 2

Case Number

[ 9912345, 1:90-bk 12345 0r 1.99-bk 12345

Next Clear

8 ==

Figure4

it e o@ £3 2

STEP 5 This screen may appear if there is more than one case matching
the number entered. (See Figure 5.)

3% TRAINING Database Area - Netscape EEE

Fle Edt View Go Communicator Help
| @7 whats Rislated

H{é}'\a’-ﬁadg@fﬁ

Back. Feood  Home  Search Nefsoaps  Pint  Seourty  Shop

£ wi "Bookmarks £ Location: [rtips: /jectain wwnb uscoutts gov/ogbin/login pl73635255528751 051_916_01

EE F Bankruptcy . Adversary - Query -  Reports

Logout
/Answer a Complaint

There is more than one case that maiches the number entered; select the appropriate case below.

I 1-03-ap-47 - Corley v. SallieMae Servicing
I 5-03-bk-47 - James Jones

Mext Clear

g == Document; Done

it Jei P (X 2

Figure5

2 Select the appropriate case.

* Click [Next] to continue.
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STEP 6 The Joint Filing screen appears. (See Figure 6.)

Answer a Complaint

1:03-ap-00047 Corley v. SallieMae Servicing [~ Joint filing with other attorney(s)

Next Clear

&= DocumentiDene T I = A

Figure 6

* If you are filing this answer jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

* If this is not a joint filing, no further action is necessary.

* Click [Next] to continue.

STEP 7 The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 7.)
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Answer a Complaint

Select the Party:
AddiCreate New Party

@ =B=] _ Document: bone S % o D) 2

Figure7

* Click on the defendant(s) for whom this answer is being filed,
then click [Next].

STEP 8 The PARTY/ATTORNEY ASSOCIATION screen displays.
(See Figure 8.)

* Although you have selected the party whom you are
representing, the system doesn’t automatically make that
association. Therefore, you must click in the check box to create
this link.

* Click [Next] to continue.

WVN - Attorney Training Materials September 2003



CM/ECF Attorney Training Materials

AP Answer to Complaint - Page 6

3% TRAINING Database Area - Netscape.

= A A

Answer a Complaint

The following attorneyiparty assoriations do not exist for this case

Please check which assoriations should be created for this case

~ Brerviving, (piy.di; [ Tesl Gl
Mext Clear

3 =0= Dacumen! : Done

The Complaint screen displays next. (See Figure 9.)

This screen shows the complaint (and possibly other related
events) in the case. It allows you to link the answer to the
complaint. Click in the check box to link the appropriate

complaint.

* Click [Next] to continue.
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STEP 10

*

WVN - Attorney Training Materials

AP Answer to Complaint - Page 7

¥ TRAINING Datahase Araa - Netseape

File Edt Yiew Go Communicator Help

‘V - & 4 2 < a8 8 @
Back Reload  Home  Semch MNetscape  Pi  Secuity  Shop
7| Bookmaks & Locaton| v g si6_01 = @ whats Relai=

Ans:

a Comp|

Include Date #

Docket Text

=3 07/30/2003 1 Complaint by Richard A Corley against SallielMas Servicing. MOS: 126
(Dischargeability 523). Receipt Number O, Fee Amount $150. (Attorney2, Test)

r 08/13/2003 2 Summons Service Executed on SalleMae Servicing 8/13/2003. (Attomey2, Testy

- 08/14/2003 3 Summons Sexvive Exeiuled on Saliehdar Serviving 814/2003. (Allorey2, Testy

r 08/20/2003 4

Summons Service Executed on SallieMae Servicing 8/29/2003. (Attorney2, Test)

Next Clear

Document: Done.

75 stait [l

Figure9

The PDF DOCUMENT screen will then be presented.
(See Figure 10a.)

3¢ TRAINING Database Area - Netscape

Fle Edt View Go Communicator Help

|2 ¥ 3 8 - @ 3 3 8 &

Home  Seach Netscape Frint  Secuiy  Shop
7 wi# " Bookmaiks & Location: https:/ /ect-train wvnb uscourts gov/cgi-binslogin pi7785544855289253-L_916_0-1

| @1 What's Related

Answer a Complaint

Select the pdf document (for example: C:A199cv501-21pdf)
Filename

Attachments to Document: * No © Yes

Browse...

Mext Clear

¥ TRAINT

Figure 10a

To associate the imaged document with this entry:
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. Click [Browse]. In the File Upload window change Files
of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.

. The system will enter the path and name of the PDF
document selected into the Filename field. See (Figure
10b.)

3% TRAINING Database Area - Netscape. @E

Fie Edt View Go Communicator Help

Hﬁﬁ;a:&ad@@:ﬁzs

Reload  Home  Seach Mstscaps  Print  Secuity  Shop

I s Bookmarks i Location: [ttps: /Jectt its. gov/cgibindlogin pI77E5644855289263 L_916_011

= =
- ‘ F Bankruptcy. o Adversary . Query - Reports -  Utiities -  Logout 2
Answer a Complaint

Selsct the pdf dosument (for crample: C:11996v501-21 pdf).
Filename

[H:\as_nyfilesiTest Document.pds Browse...

Attachments to Document: & INo ¢ Tes

Mext Clear

3% TRAINING

Figure 10b

Click [Next].

WVN - Attorney Training Materials September 2003



CM/ECF Attorney Training Materials AP Answer to Complaint - Page 9

STEP 11

The next screen provides secondary complaints to be addressed.
(See Figure 11.) This screen provides the option of combining the
answer with another claim.

Indicate whether this answer includes a third-party complaint, a
cross-claim, and/or a counterclaim by checking the appropriate
box(es), then click [Next] to continue.

If this answer contains no other claims, leave the check boxes
unchecked and click [Next] to continue.

NOTE: If you check one of the check boxes, the system will lead

STEP 12

*

you through entering the information regarding the new
claimant.

3 IHAINING Database Area - Netscape

/Answer a Complalnt
I~ Does this filing include a third-party complaint? (If ves. click on the bozx)
I~ Docs this filing include a cross-claim 7 (Fyes, click on the box)

I~ Does this filing include a counterclaim 7 (If yes, click on the box)

Next| clea

R ——
71 start | e anita

Figure1l

b Vel AR EE) 2

The FINAL TEXT EDITING screen displays. (See Figure 12.)

Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

To abort or restart the transaction, click on the Adversary
hyperlink on the CM/ECF Main Menu Bar. Although this can be

done at any time, this is your last opportunity to change the
event.
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* If appropriate, select a prefix from the drop-down box and/or add
text to the entry. Any text added here will appear in italics on the
docket sheet.

* When the docket text is correct, click [Next] to continue.

g's kmarks A Location: [k o = bin/login.p _916_0- latex
=|

Answer a Complaint

Docket Text: Modify as Appropriate.

-] Answer to Complaint Filed by SallieMae Servicing . (attorney3,
testaty)

Mext Clear

Figure 12
STEP 13 The FINAL DOCKET TEXT screen displays. (See Figure 13.)
* Read the Attention!! message.
2

If you are ready to submit this transaction click [Next].
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STEP 14

*

% TRAINING Databas

Answer a Complaint

Docket Text: Final Text
Answer to Complaint Filed hy Salli icing. testaty)

Attention!! Submitting this screen commits this fransaction. You will have no further opportunity to modify this
submission if you continue.

fhlext | Clear

Figure 13

The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 14.)

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
the answer has been submitted by the defendant(s).

Clicking on the case number hyperlink, 1:02-ap-1004 (the case
number may also appear as YY-NNNN as in 02-1004) will display
the PACER login screen. After logging into PACER, the docket
report screen will appear.

Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

To print a copy of this notice, click the browser [Print] icon or
button.
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* To save a copy of this receipt, click File on the browser menu bar

TRAINING Database Area - Netscape

Fle Edt View Go Communicator Help

| 4« ¥ 3 4 a S a B8 @
Back Reliad  Home  Search  Metscape  Print  Secury  Shop
# " Bookmatks g Location: hitps: //echtain, wmb.uscourts. gov/cgibin login pl?7 8554485528325 3_31_D-1 - | @ what's Related

Answer a Complaint &
U.S. Bankruptey Court

Northern District of West Virginia

Wotice of Blectronic Fiing

The following transaction was received from attorney3, testaty entered on %/30/2003 at 3:16 PM EDT and filed on %/30/2003
Case Name: Corley v. Sallielae Servicing

Case Number: 1:03-ap-00047

Document Number: 5

Daocket Text:
\Answer to Complaint Filed by SallielMae Servicing. (attorney3, testaty)

The following document(s) are associated with this transaction

Document description:Iain Document

(Original filename: H'as_myfiles\Test Document. pdf

[Electronic document Stamp:

[STAMP blectStamp_TD=983511820 [Date=9/30/2003] [FileNumber=11043-0] [
0a6b015ccd380b 15cae7da234e532b067d4Tee 2094066221410/ 0692560028 1 94ee
£559d0f33a5cce7 Yacch 1ece4 0696423 5fac BEBOIT 6 2£d946 5befad 71]]

1:03-ap-00047 Notice will be electronically mailed to:

1:03-ap-0004 7 Notice will not be electronically mailed to:

& [=b= Document: Done

Figure 14
and select Save Frame As.
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SUMMONS SERVICE
EXECUTED

This process shows the steps and screens required for an attorney to
electronically file the summons evidencing service upon the defendant(s) in an
adversary proceeding. Said summons was previously issued by the Bankruptcy Court
and returned to you as counsel for the plaintiff(s) for service upon the defendant(s)
along with the complaint.

STEP 1 Click on the Adversary hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)

T7.8. Bankruptcy Court
Northern District of West Virginia

Official Court Flectronic NDocument Filing System

This message is contained in the file OperationNatice.htm
You may use this file to alert ent CMYECF operational issues.

Yhis fuacilicy is for Official Court Business omty. Activity o and lrom tis site is logpad. Docermnst (s on fBis sysierms ars subicct o Kaderal Kl ¥
gy Socoment: Done N twn oy s

Figurel

STEP 2 The ADVERSARY EVENTS screen displays. (See Figure 2.)

@1 [ocumenti Dons R R B

Figure 2
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* Click the Complaint & Summons hyperlink.

STEP 3

3% TRAINING Database Area - Notscaps

The CASE NUMBER screen displays. (See Figure 3a.)

@

Leie o1

Complaint'Summons

Case Number

I 9512345, 1:99-bK-12345 01 1.99- 6112345

Moxt| _Glear

& == Documen t: Done

SSe OsL a0 B g

Figure 3a

4 Enter the case number. (See Figure 3b.)

3% TRAINING Database Area - Netscape.

=] @7 What's Related

Logout

R R i - R

Complaint/'Summons
Case Number
[03-000a7 T 0912345, 1:09 bk 12345 or 1.99 bk 12345
Next Clear
3~ Document; Dane

* Click [Next] to continue.
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STEP 4 This screen may appear if there is more than one case that
matches the number entered. (See Figure 4.)

3 TRAINING Database Area - Netscape

Complaint'Summons
There is mare than ane case thet matches the mumber entered; select the appropriate case below.

M 1-03-ap-47 - Corley v Salliclac Servicing
7 5-03-bk-47 - James Jones

Next Clear

==

Figure4

e el AR D) N2

* Select the appropriate case.
* Click [Next] to continue.

STEP 5 The DOCUMENT TYPE SELECTION screen displays. (See
Figure 5a.)
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N1 TRAINING Database Area - Netscape:
Fle Edt yew So relp

€ &

Search  Metscape

a2 = a8 a8 @

7]

< @3 what's Related

Bankruptey . Adversary +  Query

‘Complaint'Summons

1.03-ap-00047 Corley v Sorvicing

Complzint
Counterclaim

Crossclaim

Registration of Fareign Judgment
Surmons Service Executed
Summons Service Unexecuted ¥

Next Clear

& == Document: Done

7| g Bookmarks s Location | v oot ot sie 01
o

Logout

b Vdh = EZ) N

Figure 5a

* Verify case number and case name.

2 Select Summons Service Executed. (See Figure 5b.)

Complaint/Summons

1:03-2p-00047 Corley w. Sallielfac Servicing

Cornplaint
Counterclaim
Crossclaim

Fourth-Party Cormplaint

Notice of Rernoval

Registration of Foreign Judgment
Em ccuted
Summons Senvice Unexecuted

Next Clear

e [Document: Dane

o = A = R

Figure 5b

* Click [Next] to continue.

STEP 6 The pdf SELECTION screen displays. (See Figure 6a.)
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- utlives

ComplaintfSummons:
1:03-ap-00047 Corley w. Sallielfae Servicing

Selent the pAF dormment (For axample: CA1990w301-21 pdf)
Filename

I Browse...

Auachments w Ducument: @ 7o © Tes

Neat|  Clear

4 start

Figure a

* Click [Browse], then navigate to the directory where the
appropriate PDF file is located. Double-click the PDF file to
select it.

* In the File Upload screen, change Files of type: to All Files(*.*).

NOTE: If you wish to view the image before selecting to be sure

you have chosen the correct file, before double-clicking, first

right click on the highlighted filename and click on open. You
can

view the image in Adobe Acrobat, then close Adobe Acrobat
when

you have finished viewing the image.

* The Attachments to Document option defaults to No. If you
have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

(See Figure 6b.)
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k Reload

51501 ] @ whats Helated

7| b Bookmaks s L 5
E—

Complaintt'Summons:
1:03-2p-00047 Clorlay uw_SallishMan Servicin

Selert the pf dornment (for example: CA198rw501-21 pdf)

Filename

[FEr v oy £330 Tomt. Do pif Drowsc...

‘Attachments to Document: © Mo ¢ Yes

Reports - - Logout

Mext Clear

a0 Boctment: Bane

B - )

Figure6b

* Click [Next] to continue.

STEP 7 The SELECT THE PARTY SERVED screen appears. (See

Figure 7a.)

3 TRAINING Database Area - Netscape.
Fle Edt View Go Communicator Help

Relood  Fome  Seaich Netscape  Frint  Secuiiy

e |

Bankruptcy - Adversary

Complaint/'Summons:
1.03-ap-00047 Corley v. SallieMae Servicing

Select the party served
Summons Service Executed
Select the Party:

Corler, Fehard A [Pl | Add/Creats Mew Party
SallieMae Servicing, [Defendant]

Next Clear

& == Document: Dane
; start

Figure 7a

3 TRAINING

Reports
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* Select the defendant(s) who were served with the summons and
complaint. (See Figure 7b.)

Complaint/Summons:
1.03-ap-00047 Corley v. Salliehae Servicing

Select the party served
Summons Service Executed

Select the Party:
Add/Creare New Party

Ela Document: Dane T I - B

Figure7b

* Click [Next] to continue

STEP 8 The Enter Date Served screen appears. (See Figure 8.)
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35 TRAINING Database firea - Netscape

ComplaintySummons:
1.03-ap-00047 Corley v. Salliehae Servicing
Enter date served
Sallielae Servieing - Date served: [8/14/2003 Calendar
Next Clear
& == [Document: Dons i e @B ) N2

Enter the date the defendant(s) were served with the summons
and complaint.

NOTE: Please note that the date defaults to the present date.
* Click [Next] to continue.

STEP 9 The Docket Text: Modify as Appropriate screen displays. (See

Figure 9.)

Complaint/'Summons:

1:03-ap-00047 Corley v. Salliehfac Servicing

Docket Text: Modify as Appropriate.

N ~| Summons Service Executed on SallieMae Servicing 8/14/2003 A
(Attorney2, Test)

Mext Clear

3~ Document: bane

Figure9

i Ow D EZ)
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*

*

*

STEP 10

*

*

*

Verify the accuracy of the Docket Text.

You may enter additional text in the white box if necessary and/or
select appropriate text from the blue drop-down menu. It should
not be necessary to expand on this docket entry though.

Click [Next] to continue

The Final Approval screen displays. (See Figure 10.)

3 TRAINING Database Area - Netscape

] @ whats Related
=3
Bankruptey . Adversary e Query - Reports . Utiities .+  Logout 2
Complaint/Summons:
1:03-ap-00047 Corley w._SalliebMae Serwvicing
Docket Text: Final Text
Surmons Service Executed on SallieMae Servicing 8/14/2003. (Attorney2, Test)
Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.
{Hext] Clear
Ele Bocumertt Done S %dh @R [D) N2

Verify the Final Docket Text. Read the warning message.
If the Final Docket Text is correct:

* Click [Next] to continue and officially submit
the document.

If the Final Docket Text is incorrect:

* Click the browser [Back] button to find the error(s)
and then proceed with the event.

L 2 To abort or restart the transaction, return to Step 1
and begin again.

WVN - Attorney Training Materials

August 2003



CM/ECF Attorney Training Materials Summons Service Executed - Page 10

STEP 11

The NOTICE OF ELECTRONIC FILING screen appears. (See
Figure 11.)

&

Complainty'Summons:
1.03-ap-00047 Corley w._SalheMae Servicing

U.S. Bankruptey Court
Northern District of West Virginia
Motice of Electronic Filing

The following transaction was received from Attorney2, Test entered on 8/14/2003 at 9:19 AM EDT and filed on 8/14/2003

C'ase Name: Corley v. SallicMac Servicing
Case Number: 1:03-ap-00047

Document Number: 3

Dacket Text:
Summons Service Executed on SalliehMae Servicing 8/14/2003. (Attorney2, Test)

The following =) are with this

Document description:Main Document
Original filename: Has_myfilesTest Document. pdf

Electronic document Stamp:

N [STAMP blcofStamp_[D=588911880 [Date=8/14/2003] [FilcMumber=10516-0] [

2ac 77696735 5aa8 400 9ed 148242065 5450879 29606679 7bdd4 dfa5ch:94 14 d0bachb262
1cal 126266627 FHoSeeddé ThdeBbfBe6a8e2a35 156126 5¢b2975e60ed]]

1:03-an-00047 NWatire will ha elactranicallvy mailad tn:
& - [bocuments Dans S Cen o® FD 2

Figure1l

The Notice of Electronic Filing is the verification that the filing has
been filed electronically in the court’s database. It certifies that
the document is now an official court document.

Clicking on the case number hypertext link on the Notice of
Electronic Filing will present the Docket Report for this case.

Clicking on the document number hypertext link will present the
PDF Image of the document just filed.

To print a copy of this notice click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu
bar an select Save Frame As.

You may also save the notice through the browser File/Save
option.
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Amended Complaint

This process shows the steps and screens required for an attorney to
electronically file an amended complaint in an adversary case.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1.)

Figurel

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

* Click on the Other hyperlink.

3% TRAINING Database Area - Netscape
Fle Edt View Go Communicator Help

& start [ ani

Figure 2
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STEP 3 The CASE NUMBER screen displays (See Figure 3). The system
will display the number of the last case you accessed in this
session.

* If this is not the case in which you are filing the amended

complaint, delete this case number and enter the correct case
number using yy-nnnnn format.

* Click [Next] to continue.

3% TRAINING Database Area - Netscape.

&

924 L_916_0-1

Miscellaneous

Case Number

CEECETER 99-12345, 1:00-bk-12345 o1 1-99-bk- 12345

Next Clear

Figure3

STEP 4 This screen may appear if there is more than one case matching
the number entered. (See Figure 4.)

4 Select the appropriate case.

* Click [Next] to continue.

utiites

Miscellaneous
There is mare thar one case that marches the numtber entered; select the appropriate case belaw.

W 1-UH-ap-4f - Corley v. Salieblae Servicmg
I~ 5 03 bl 47 James Jones

Next Clear

“d start &

Figure4

WVN - Attorney Training Materials October 2003



CM/ECF Attorney Training Materials Amended Complaint - Page 3

STEP 5 The Event Type screen displays. (See Figure 5.)

L 2 Select Amended Document.

* Click [Next] to continue.

3% TRAINING Database Area - Netscape

eeeee =

& Locator:| reri oot sie 04 = @ whats Rel

sted

[F| ™ Bookmarice

Logout

Adversary

Bankruptcy Query Reports

20 Largest Unsecured Creditors, ~
Attdavit
Amended Creditor Matrix (-ee)

Amended Schedules (Fee)
Amended Schedules No Fee Required

Briuf

Centificate of No Objectian <

Next| _cioar

H¥ TRAINING

Figure5
STEP 6 The Joint Filing screen appears. (See Figure 6.)

3% TRAINING Database Area - Netscape,
File Edit View Go Communicator Help

A 4 e =% 4 @ @&
Feload  Home  Seach Nelscape  Print  Secuity  Shop

7wl Bookmarks . Location: [t wurb LseoLts. binl 0264-L_916_0-1 | @7 what's Related
F—

Miscellaneous:
1:03-ap-00047 Corley . SallielMae Servicing

I~ Foint fling with other attorney(s)

Next Clear

& == Document: Done R R RS

™ a

Figure 6
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STEP 7

STEP 8

7| Bookmaks A Location [htips://er
e

Miscellaneous:

If you are filing this pleading jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

If this is not a joint filing, no further action is necessary.

Click [Next] to continue.

The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 7.)

Click on the plaintiff(s) filing the amended complaint.

Click [Next] to continue.

HY TRAINING Database Area - Netscape
File Edit Wiew Go Communicator Help

'Eiléi\?i'?i

Rebad  Fome

1:03-ap-00047 Corley v. Sallieldae Servicing

"% wordperfect 10- [H:... FY TRATNING Databass ..

Figure7

The PARTY/ATTORNEY ASSOCIATION screen displays.
(See Figure 8.)

Although you have selected the party whom you are
representing, the system doesn’t automatically make that
association. Therefore, you must click in the check box to create
this link.

WVN - Attorney Training Materials October 2003



CM/ECF Attorney Training Materials Amended Complaint - Page 5

* Click [Next] to continue.

¥¥ TRAINING Database Area - Netscape.

File Edit Wew Go Communicator Help

< ¥ A 4 - < a4 8 @
Back Search i o

Reload  Home Netscape

g
g
g
§
b
u
<
L]
<

o
| " Bookmaiks A Location: [hitps: /Zect-rain wvnb.uscoutts. gov/egibi
=

Miscellaneous:
1.03-ap-00047 Corley v. Salliehfae Servicing

The following attorneyfparty associations do not exist for this case
Please check which associations should be created for this case:

¥ Gorley, Bichard(prypla) Iy Attorney2, Test (aty)

Next Clear

Figure8
STEP 9 The PDF DOCUMENT screen will then be presented.
(See Figure 9.)
* To associate the imaged document with this entry:
. Click [Browse]. In the File Upload window change Files

of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click Open on the File Upload dialogue box.
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. The system will enter the path and name of the PDF
document selected into the Filename field.

Click [Next].

¥ TRAINING Database Area - Netscape OE®
File Edit View Go Communicater Help

<« ¥ A T S
Back om Nelscape o
cou

Reload

| @7 what's Rielated

Miscellaneous:
1:03-ap-00047 Cerley v. SallieMae Servicing

Select the pdf document (for example: C\199cv501-21.pdf)

Filename

[fi:\as_wyriles\Test pocument.par Browse...

\Attachments to Document: & Mo © Tes

Next Clear

7 TRAINING Database -

STEP 10 The Refer to Existing Event(s)? screen appears. (See Figure
10.) This screen reminds you to relate the amended complaint to
the original complaint.

* Click in Refer to existing event(s)?

* Click [Next] to continue.
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STEP 11

STEP 12

*

3% TRAINING Database Area - Netscape.

22 2.8 288 0

Relnad  Home  Search Mt

L a1s 01 <] @7 Whats Related

Miscellaneous:
1.03-2p-00047 Corley v. Salliehfae Servicing

This is an AMENDEL document. Relate this filing to the original document.

~ Hefer to existing event(s)?

Next Clear

rdperfect 10 - [H: 3 TRAINING Database

Figure 10

The Select the Category to Which Your Event Relates screen
appears. (See Figure 11.)

Select cmp.

Click [Next] to continue.

¥ TRAINING Database Area - Netscape
Filo Edit View Go o Holp

eeeeeeeeeeeeeeeeeeee

Miscellaneous:
10 000/ Corley v, 5 Serueng

\Seiect the category ta which your event relates.

Figure1l

The Select the Appropriate Event(s) to Which Your Event
Relates screen appears. (See Figure 12.)

Select the complaint to link the amended complaint.
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*
STEP 13

*

*

Click [Next] to continue.
The FINAL TEXT EDITING screen displays. (See Figure 13.)

Insert in docket text Complaint.

Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

To abort or restart the transaction, click on the Bankruptcy
hyperlink on the CM/ECF Main Menu Bar. Although this can be

done at any time, this is your last opportunity to change the
event.

When the docket text is correct, click [Next] to continue.

H TRAINING Database Ares - Netscaps.

S
Shon

0264-L_g16_0-1

Docket Text: Modify as Appropriate.

Amended document(s) [Comp Laing| Filed by Richard A. Corley (related document(s)[1] Complaint
filed by Plaintiff Richard A. Corley). (Attorney2, Test)

Next Clear

Select the appropriate event(s) to wiich your event relates:

Next Clear

3£ TRAINING Database ...

07/30/2003 1 Complaint by Richard A Corley against SallicMac Servicing, ITOS: 426
(Dischargeability 523). Receipt Mumber O, Fee Amount $150. (Attorney?2, Test)
08/13/2003 2 Summens Service Executed on SallieMae Servicing 8/13/2003. (Attorney2, Test)
08/14/2003 3 Summens Service Executed on SallieMae Servicing 8/14/2003. (Attorney2, Test)
08/29/2003 4 Summens Service Exccuted on SallieMlac Servicing 8/29/2003. (Attorney2, Test)

¥ TRAINING Database ...

Figure 12
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STEP 14 The FINAL DOCKET TEXT screen displays. (See Figure 14.)
* Read the Attention!! message.

* If you are ready to submit this transaction click [Next].

@

02641 _916_01

Shop

Miscellaneous:
1:03-ap-00047 Corley v. SallieMae Servicing

Docket Text: Final Text

Amended document(s) Complairt Filed by Richard A. Corley (related document(s)[1] Complaint filed by Plaintiff
Richard A. Corley). (Attorney2, Test)

Attention!! Submitting this screen commits this transaction. Youwill have no further opportunity to modify this
submission if you continue.

{ilext | Clear

ot 10 [Hi. 347 TRAINING Database

Figure 14

STEP 15 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 15.)

* The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document.
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* Clicking on the case number hyperlink will display the PACER
login screen. After logging into PACER, the docket report screen
will appear.

* Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

* To print a copy of this notice, click the browser [Print] icon or
button.
* To save a copy of this receipt, click File on the browser menu bar

and select Save Frame As.

H¢ TRAINING Database Area - Netscape

Flz Edit Yiew Go Communicator Help

A 4 = @ =S A B @

Reload  Fome  Seach Melscape  Fiint  Secuiy  Shop

Miscellaneous:
1:03-2p-00047 Corley v. Salliehlae Servicing

U.S. Bankruptey Court
Northern District of West Virginia
MNotice of Electronic Filing

The following transaction was recetved from Attomey2, Test entered on 10/9/2003 at 8:28 AM EDT and filed on 10/%/2003

Case Name: Clotley v SallieMae Servicing
Case Number: 1:03-ap-00047

Document Number: 6

Docket Text:
| Amended document(s) Compigint Filed by Richard A Corley (related document(s)[ 1] Complaint filed by Plaintiff Richard & Corley). (Attorney2, Test)

The following d s) are 1 vwith this

Document description: Main Diocument
Original filename:Has_myfles\Test Document.pdf

Electronic document Stamp:

D [ETAMP bleecfStamp_TD=088911880 [Date=10/3/2003] [FileNumber=11119-0] [
OBEAAGEE 563 3BEIBIBH2 A 16908 d4ac0f3e 160a068cfeaf] 567412456678 af0F
5055042799994 9400840385 5b9924beTRas0d0eTI9F753de 3526 3238]]

rallv mailad tn:

1:03-an-00047 Notic
& ==

ot 10- [H:. HE TRAINING

Figure 15
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Attorney Event List

BANKRUPTCY EVENTS

Answer/Response...

Reference an Existing motion/application
Answer to Interrogatories
Objection
Reply
Response

Other Answers
Involuntary Answer (for Attorney Invol Summ Srvc

Exec)
Involuntary Answer (for Court Invol Summ Srvc
Exec)
Appeal
Abstract of Judgment

Addendum to Record on Appeal
Appellant Designation

Appellee Designation

Cross Appeal

Notice of Appeal

Notice of Docketing Record on Appeal
Notice of Referral of Appeal to BAP
Objection to Referral to BAP
Request for Transcript re: Appeal
Statement of Issues on Appeal
Transcript Re: Appeal
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Transmittal Memorandum (BAP)
Transmittal of Record on Appeal

Claim Actions
Assignment of Claim
Expungement /Withdrawal of Claim
Objection to Claim
Objection to Transfer of Claim
Transfer of Claim

Creditor Maintenance...
Upload a creditor matrix file

Judge/Trustee Assignment

Motions/Applications
Abandon
Accounting
Adequate Protection
Administrative Expenses
Allow Claims
Allow Payment Arrearages
Amend
Amended Application
Amended Motion
Appear pro hac vice
Application (Generic)
Appoint Creditors’ Committee
Appoint Trustee
Approve Settlement
Assume/Reject
Avoid Lien
Borrow
Change Venue
Compel
Compensation

WVN - Attorney Training Materials
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Compensation of Principals
Compromise Controversy
Consolidate

Consolidate for Hearing
Contempt

Continue Hearing

Continue Meeting of Creditors
Convert Case from 7/13 to 11
Convert Case to 12

Convert Case to 13

Convert Caseto 7
Deconsolidate Case Association
Defer Fee

Deposit Funds into Court Registry
Deposit Unclaimed Funds
Determine Secured Status
Determine Tax Liability
Disallow Claims

Dismiss Case

Dismiss Case for Substantial Abuse
Dismiss Party
Dismiss/Withdraw Document
Distribute

Employ

Examination

Expedite Hearing

Extend Exclusivity Period
Extend Plan Payments
Extend Time to File Complaint
Extend/Shorten Time

File Amended Document

File Petition Out of Venue
Final Decree

Hardship Discharge

Joint Administration

Leave to Appeal
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Limit Notice

Limited Admissions

Modify Plan

Moratorium

More Definite Statement
Motion (Generic)

Motion Two Part (Generic)
Pay

Pay Filing Fee in Installments
Preliminary Injunction
Prohibit Use Cash Collateral
Protective Order

Quash

Reaffirmation

Reclassify Claims
Reconsider

Recusal

Redeem

Reinstate Case

Relative to Previous Order
Relief from Co-Debtor Stay
Relief from Stay

Remand

Remove Debtor as Debtor in Possession
Reopen Chapter 11 Case
Reopen Chapter 12 Case
Reopen Chapter 7/13 Case
Sanctions

Sell

Sell Free and Clear

Set Hearing

Set Last Day to File Proofs of Claim
Sever Chapter 11 Case
Sever Chapter 12 Case
Sever Chapter 7/13 Case
Stay
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Stay Pending Appeal
Substitute Attorney
Suspend Plan Payments
Transfer Case

Transfer Case (Intra-District)
Turnover of Property

Use Cash Collateral

Vacate

Vacate Discharge

Waive Appearance

Waive Filing Fee

Waive Pay Order

Withdraw as Attorney
Withdraw Monies from Registry
Withdrawal of Reference
Writ

Notices
Generic Notice (ATY, TR)
Notice Appointing Successor Trustee
Notice Appointing Trustee
Notice of Abandonment
Notice of Default
Notice of Dismissal
Notice of Filing
Notice of Hearing (ATY)
Notice of Mailing of Fee Statement
Notice of Motion and Order (COURT USERS ONLY)
Notice of Proposed Distribution
Notice of Rescission
Notice of Substitute Attorney
Notice of Voluntary Conversion to Chapter 7 (ATTY and
TR)
Notice of Voluntary Dismissal
Notice of Withdrawal
Notice to Take Deposition
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Open a BK Case

Other
20 Largest Unsecured Creditors
Affidavit
Amended Creditor Matrix (Fee)
Amended Document
Amended Schedules (Fee)
Amended Schedules No Fee Required
Brief
Certificate of No Objection
Certificate of Service
Chapter 11 Ballots
Creditor Disk
Creditor Request for Notices
Declaration
Disclosure of Compensation of Attorney for Debtor
Equity Security Holders
Exhibit
Interrogatories
Involuntary Petition (Chapter 11) for Attorneys
Involuntary Petition (Chapter 7) for Attorneys
Involuntary Petition - Add Alleged Debtor
Involuntary Summons Service Executed
Involuntary Summons Service Unexecuted
Itemization of Expenses
Notice of Appearance and Request for Notice
Notice of Change of Address
Objection to Debtor’s Claim of Exemptions
Operating Report
Praecipe
Proposed Order
Reaffirmation Agreement
Redemption Agreement
Report
Request for Admissions
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Plan

Request for Hearing

Request for Notice of Fees Due
Request for Production of Document
Request for Telephonic Hearing
Schedule A

Schedule B

Schedule C

Schedule D

Schedule E

Schedule F

Schedule G

Schedule H

Schedule |

Schedule J

Schedules A-J

Section 304 Petition

Statement of Financial Affairs
Statement of Intent

Statement of Visiting Attorney
Stipulation

Summary of Schedules
Supplement to Document
Voluntary Petition (Chapter 11)
Voluntary Petition (Chapter 12)
Voluntary Petition (Chapter 13)
Voluntary Petition (Chapter 7)
Voluntary Petition (Chapter 9)
Witness Subpoena

Amended Disclosure Statement
Amended Plan (13 or 11)
Chapter 11 Plan

Chapter 12 Plan

Chapter 13 Plan

Chapter 9 Plan

WVN - Attorney Training Materials
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Disclosure Statement
Objection to Confirmation of Plan
Objection to Disclosure Statement

ADVERSARY EVENTS

Answers...
Motion/Application
Answer to Interrogatories
Objection
Reply
Response
Complaint, 3", cross, counter

Complaint & Summons
Complaint
Counterclaim
Crossclaim
Fourth-Party Complaint
Notice of Removal
Registration of Foreign Judgment
Summons Service Executed
Summons Service Unexecuted
Third-Party Complaint

Motions
Amend
Amended Application
Amended Motion
Appear pro hac vice
Application (Generic)
Compel
Compensation
Compromise Controversy
Consolidate
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Consolidate for Trial
Contempt

Continue Hearing
Deconsolidate Case Association
Default Judgment

Defer Fee

Dismiss Adversary Proceeding
Dismiss Party
Dismiss/Withdraw Document
Expedite Hearing
Extend/Shorten Time
Intervene

Jury Trial

More Definite Statement
Motion (Generic)

Motion Two Part (Generic)
Preliminary Injunction
Protective Order

Quash

Re-Issue Summons
Reconsider

Recusal

Reinstate Case

Remand

Reopen Case

Sanctions

Set Hearing

Stay

Stay Pending Appeal
Substitute Attorney
Summary Judgment
Transfer Adversary

Transfer Adversary Case (Intra-District)
Vacate

Withdraw as Attorney
Withdrawal Reference
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Notices
Notice of Dismissal
Notice of Rescission
Notice of Stipulated Dismissal in an Adversary
Proceeding
Notice of Substitute Attorney
Notice to Take Deposition

Open an AP Case

Open an MP Case
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Glossary

Adobe Acrobat

Application used almost universally to create and view "PDF” documents.
"Adobe" created the "PDF' format.

Attachment

An additional supporting document filed electronically with a pleading. Proposed
orders can be attachments to motions and applications.

Automatic E-mail Notification

A CM/ECEF feature that permits any user to receive notification of the filing of a
case or document via e-mail. Users can choose to receive separate
notifications throughout the day or an end-of-day summary.

Browse

A Windows operation of navigating through directories via a mouse to select a
specific file.

Browser

A browser is a software program which provides a user-friendly interface
allowing a user to access information and services available on the Internet.
The browser programs interpret Hypertext Markup Language (HTML)
documents delivered from WEB servers. Netscape Navigator and Internet
Explorer are the two most popular WEB browsers. Netscape Navigator version
4.7x and Internet Explorer 5.0 and 5.5 are the only browsers tested for CM/ECF.

Category

In CM/ECF, a category is a classification of similar document types. Category

selections appear as hypertext links under the Bankruptcy and Adversary menu
selections.
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CBT

A CBT (computer-based training) is an on-line learning application accessed
over a local area network (LAN) or from a CD. When a CBT is accessed over
the Web, it is referred to as web-based training or a WBT.

Check Box

A control object a user can click to include choices from a list. Check boxes are
designed so that you can chose one or more items from a list.

CM/ECF

Case Management/Electronic Case Files is the Administrative Office’s new

application that will revolutionize the way we do business, completely replacing
BANCAP and NIBS with "next generation" case management capabilities. With
CM/ECEF attorneys can file cases and documents electronically via the Internet.

Default

A Default is a common suggested value displayed by CM/ECF on a screen.
Like BANCAP, many fields in CM/ECF have common values suggested. If
correct, you may accept them; if incorrect, you type over them.

Document Type

In CM/ECF, Document Type describes a specific filing or event with similar
characteristics within a case which behaves uniquely from other document

types.

Drop Down Box

A window listing selections of data alphabetically in a text box. They are used
throughout CM/ECF for making selections. When you see the selection you
want to make, click to highlight it. To make multiple selections, hold your control
key down when making the second (third, etc.) selection.

Hypertext (HTML) Link

A hypertext link is a URL imbedded in an html (hypertext markup language)
document most often underlined. It permits the user to move from one area (or
topic) to another in a Web based program.

MR

An MR, or software modification request, is the formal method used in the
courts by users to ask for changes in the program. Changes can be either
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enhancements or the discovery of a functional program error.
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Notice of Bankruptcy Case Filing

A CM/ECF document that is generated at case opening with all the substantive
information of the case. The Entry Date appears on the local court seal
displayed on this formal notice. When the petition is submitted by an attorney
both the date and the time of filing appear. This official document can be used
to enforce collection and foreclosure activities of creditors.

Notice of Electronic Filing

An electronic document produced by CM/ECF which certifies filing of all
documents and claims with the U.S. Bankruptcy Court. All parties requesting
electronic notification can be sent this certification via electronic mail.

PDF Document

A "Portable Document Formatted" document is a type of imaged document
created by Adobe Acrobat. Each document is secured with a unique encrypted
key. A Il documents in CM/ECF must be in"PDF" format with the exception of
the creditor list (matrix) which must be uploaded in a text (.txt) format

Radio Button

A round selection button used to choose items from a list.
Radio buttons are designed so that you can chose only one item.

URL

URL is short for Universal Resource Locator. URLs are the naming scheme
used to find Web pages. A URL is similar to a street address.

The URLs for West Virginia Northern Bankruptcy Court systems are:
Live database: http://ecf.wvnb.uscourts.gov

Training Database: http://ecf-train.wvnb.uscourts.gov



UNITED STATESBANKRUPTCY COURT
FOR THE NORTHERN DISTRICT OF WEST VIRGINIA
CM/ECF
(Case Management/Electronic Case Files)
ELECTRONIC FILING REGISTRATION FORM

To register for an account on the Court’s CM/ECF System, so that you may
electronically file pleadings with the Court, please provide the information
requested below:

Name:

Firm
Name:

Firm
Address:

V oice Phone
Number:

Fax
Number:

Preferred
Login:

Preferred Password:

Contact Name(s) and phone number(s) of a Paralegal or Secretary who will
be using your login and
password:

**Please Note **
Before we will add you to the system you must submit:




1.) The Email Notification Form and 2.) If you are certified in another
Court and did not attend our training, submit a copy of your
certification from that Court (Not necessary for SDWV trainees).

By signing below, you agree that you have reviewed the Attorney Manual
for the Northern District of West Virginia and agree to follow our
procedures.

Signature: Date:




CM/ECF EMAIL NOTIFICATION
SIGN UP FORM

CM/ECF introduces a new feature where attorneys, trustees and parties in cases are able to
receive email notification of all pleadings docketed in cases in which they are involved. The email
notification may be in summary form at the end of the day or you may receive an email for each
event docketed as they are done. (Caution on the individual emails: This feature could bombard
your email all day with numerous email messages. Most users ask for the summary.)

Inside of the email notifications, you will have a“link” to the image of the document and you may
click on it and receive “one free look”. Y ou may then either print or save a copy of the image on
your computer. Once you provide the Court with an email address, you will begin receiving the
email notifications. Pursuant to Local Rule 5005-4.10, electronic service of the Notice of
Electronic Filing by the Clerk to registered filing users constitutes service of the filed document
under the Federal Rules of Civil Procedure and the Official Bankruptcy Rules. Pleasefill out the
form below and sign that you understand what this feature brings. Please send this form to the
Court: U.S. Bankruptcy Court, P.O. Box 70, Wheeling, WV 26003 or fax it to 304-233-0185. If
you have any questions, please call at 304-233-1655.

Name;

Address:

Email
addr ess:

Send noticesto these additional Email
addr esses:

Would you like:
End of the Day Summaries or
I ndividual email of each filing

Format of email:
HTML for Netscape, | SP mail services: AOL, Hotmail, Y ahoo,




etc.
Text for ccmail, Groupwise, Outlook, Outlook Express, etc.

Please

sign:

Date:




